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PREFACE 

This book is planned and written for the pupil. It is based 
upon his experience and developed to fit his needs. Principles 
are presented clearly and definitely without lengthy, aca- 
demic discussions. 

The arrangement and the character of assignments, par- 
ticularly in the section on Practical Business, direct the 
pupil's work so that it is definite and progressive. In the 
first place, assignments under each new topic are given as 
soon as possible after a brief but comprehensive introduction. 
This plan closely associates the practical application with the 
discussion of principles. In the second place, the principles 
involved in each assignment are so analyzed that the pupil 
has a definite piece of work before him with specific directions 
as to how he shall do it. 

Practice in oral work is emphasized throughout the book. 
The section on Oral Composition is directly related to busi- 
ness and gives a variety of suggestive topics that have been 
foimd interesting to pupils in commercial courses. The di^ 
cussion of Oral Salesmanship presents actual classroom work. 
Training in this is a valuable preparation for sales letter 
writing. Besides these special sections on oral work, oral 
exercises are provided in connection with the written assign- 
ments. The ability to dictate letters is of such importance 
in business that dictation assignments are connected with 
many of the exercises in letter writing. Nearly all the exer- 
cises in Sales Letters are followed by assignments in oral 
salesmanship. 

The book is divided into fotu* parts: Business English, The 
Business of the School, Grammatical Forms and Sentence 
Structtu-e, and Practical Business. 
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The section on Business English gives the pupil an idea 
of the wide use of English in present-day business. It empha- 
sizes the fact that the study of English for business is not 
confined merely to letter writing, but includes a study of all 
the essential forms of expression. The plan of assignments for 
collecting and discussing illustrations of description, narra- 
tion, exposition, and argument as used in business is an inter- 
esting and instructive method of beginning the study of 
business English. 

The section on The Business of the School forms a natural 
approach to practical business. The spirit of actual business 
is applied to all forms of written work arising out of school 
activities and the relations between teacher and pupil. Such 
treatment of the business aspect of school life affords, in the 
light of simple and familiar experiences, a basis for the later 
interpretation of complex business problems. This grouping 
of exercises connected with the school gives the pupil a more 
definite point of view than he would get if they were distrib- 
uted throughout the book. 

The section on Granmiatical Forms and Sentence Struc- 
ture is not meant to be exhaustive. It is a concise summary 
of applied grammar and a treatment of the common errors 
in granmiatical forms and in sentence structure. The 
application of these principles is constantly kept in the mind 
of the pupil by specific review exercises connected with defin- 
ite portions of the oral and written work. 

The section on Practical Business presents to the pupil 
actual business problems. Advertising is considered first 
because of its relation to succeeding. topics. Oral salesman- 
ship and sales letters are advertisements expanded, given 
individuality, and directed to a definite person. From this 
point of view the principles of salesmanship, whether oral 
or written, are more easily understood. Oral Salesmanship, 
as it precedes Adjustment and Collection Letters, prepares 
the pupil to incorporate in such letters the principles of 
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selling. In this manner the problems of business are so re- 
lated and analyzed that the knowledge acquired in solving 
one becomes an aid in solving succeeding problems. By this 
plan the pupil's knowledge is imified and progressive. 

The authors are glad to express their obligations to pupils, 
past and present, for many valuable suggestions, to various 
business houses for access to their files, and to the Boston 
Coimcil of Teachers of English for a list of subjects. For 
the use of correspondence and advertising material they 
acknowledge their special indebtedness to the following 
firms: Willett, Sears & Company, Boston; Ivers & Pond, 
Boston; Joseph Campbell Cotnpany, Camden, New Jersey; 
Jordan Marsh Company, Boston; Harper & Brothers, New 
York; New England Telephone and Telegraph Company, 
Boston; International Silver Company, Meriden, Connecti- 
cut; National Conmiercial Gas Association, New York; 
The Henley-Kimball Company, Boston; Hotels Statler 
Company, Buffalo, New York; Arion Manufacturing Com- 
pany, Boston; F. A. Webster Company, Boston; Rock River 
Cotton Company, Janesville, Wisconsin; The Pullman Com- 
pany, Chicago; Armoiu* and Company, Chicago; The Lin- 
coln & Parker Company, Worcester, Massachusetts; Allied 
Wall Paper Industry, New York; Gilchrist Company, Bos- 
ton; F. H. Thomas Company, Boston; The Enterprise Manu- 
facturing Company, Philadelphia, Pennsylvania; Yawman 
& Erbe Company, Rochester, New York; Brown Durrell 
Company, Boston. 



SUGGESTIONS TO TEACHERS 

This book is planned for two years' work, although by 
intensive study it may be completed in one year. 

If the work is to be divided between two years, it is advis- 
able to carry the first year's work as far as Adjustment 
Letters in Part IV. The second year's work should begin with 
a review of Part I and of Oral Composition in Part II. 
There should also be a review of Advertising and Oral Sales- 
manship in Part IV. The advance work may then begin with 
Adjustment Letters. 

If the entire book is to be completed in one year. Parts 
II and III may be passed over somewhat rapidly. Whatever 
plan is followed, it is not probable that all the assignments 
can be taken up. As great a variety of assigned work has 
been provided as possible in order that there should be 
opportimity for choice. 

As many of the assignments call for collecting material, 
the pupils should provide themselves with some sort of 
folders in which to keep their collections. Interest will be 
added to the work if the best illustrations are posted in the 
classroom. 

The study of the chief principles of pimctuation are taken 
up one at a time. This method of intensive work gives better 
results than an attempt to teach all the rules at once. This 
plan makes it necessary for the pupil to keep his written 
work for periods of two or three weeks at a time that he may 
have it for reference. The review assignments distributed 
throughout Part IV require the same plan of keeping the 
written work. 
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PRACTICAL BUSINESS ENGLISH 

PART I 
BUSINESS ENGLISH 

I. Definition. In your composition work you are taught 
to choose your words and manner of expression to suit the 
purpose you have in mind. If you are describing a view in 
the country, you choose words that create pictures of form 
and color. If you are telling a story, you choose words that 
interest by expressing action. If you are explaining your 
method of planting a garden, you construct and arrange 
your sentences so that the thought is clear. If you are proving 
that track sports are more interesting to you than baseball, 
you express your thoughts so that they appeal to the reason 
of the reader or the listener. 

These four purposes, determining your choice of words 
and manner of expression, give you Description, Narration, 
Exposition, or Argument — the four common divisions of 
expression as they appear in the study of English composi- 
tion. Such a study of composition is not Business EngUsh, 
yet the advertiser and the salesman use description, narra- 
tion, exposition, and argument. 

In using these four forms in business transactions you 
choose, as in other composition work, your words and 
manner of expression to suit the purpose you have in 
mind. Excepting a certain amount of office routine, a 
large part of oral and written expression in business has to 
do directly or indirectly with selling. This gives to Business 
EngUsh a very definite aim. This aim is to make some sort 
of appeal that will induce one person to act as another 
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person wishes him to act with reference to business trans- 
actions. 

The following pages illustrate the manner in which this 
purpose determines the character of description, narration, 
exposition, and argument as used in business. 

DESCRIPTION 

2. Its use in business. Descriptions of persons and places 
form a large part of what you read. These descriptions give 
you clear mental images of characters and scenes simply for 
your enjoyment. Description in business is adapted to the 
single purpose of creating the desire of possession. It repre- 
sents the article as it will appear to the possessor from the 
point of view of service, comfort, decoration, etc. 

The din^, smoke covered city lies within a circle of low, 
wooded hills. 

This sentence gives you a picture as seen from a height. The 

contrast appeals to your appreciation of the beauty in nature. 

In a sales letter an automobile company might use the 

description as follows: 

A half-hour's ride in our new Davis Six will take you away 
from the dingy, smoke covered city to low, wooded hills and 
secluded valleys. 

In this sentence description is used to arouse the desire to 

buy an automobile. Whatever picturing power the sentence 

has is not for the sake of the picture itself. 

In what way is description adapted in the following 

examples? 

The charming Italian garden effects 
so very popular in our country and 
seashore estates owe much of their 
beauty to the artistic display of 
Marble and Concrete pieces. 

We offer a very large selection of 
Genuine Carrara Marbles and Art 
Pieces in domestic pottery for 
garden use. 
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Balmy Days Just Around the 

Corner Will Bring Need of 

Good-Looking 

Suits for Women. 

In the illustrations above you will notice that the article 
is not described. The following examples show the use of 
descriptive words relating to the article itself. The effective- 
ness of such description depends upon the choice of words 
that give definite, vivid impressions. Point out illustrations 
of such use of descriptive words. Is the description used to 
create mental images for their own sake or to arouse the 
desire of possession? Give the reason for your answer. 

Delicious 
Mince Pics 

always result when 's 

Mince Meat is used. Its full- 
flavored, appetizing goodness 
is the result of the famous 

blend — choicest meats 

and suet combined in carefully . 
studied proportions with se- 
lected currants, raisins, spices. 

A PIANO OF UNIVERSAL APPEAL 

describes this fine upright (style 705). 
Musicians appreciate its delightful tone, 
tuners admire its structural refinement, 
and in thousands of discriminating 
American homes it has endeared itself 
by attractiveness of design and finish. 

Contrast the effect of the adjective crisp in the following 
phrases: 

crisp morning air — crisj) corn flakes. 

Can you tell why one is a literary use and the other a 
business use? 

ASSIGNMENT 1 

Bring to class examples of description in business English. 
You will find, them in advertisements of all sorts — in news- 
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papers, magazines, pamphlets, folders, etc. Make a careful 
study of adaptation and of effective words. 

NARRATION 

3. Its use in business. The story writer aims to represent 

character in plot and action for the sake of amusing us or of 

presenting various conditions of Ufe. The salesman may tell 

a good story, but his purpose is not simply to amuse or tp 

instruct the prospective buyer. His story is not an end in 

itself. His aim is to draw attention to what he has to sell. 

A chemist discovers a valuable formula. He dies suddenly. 
Immediately after his death, his laboratory is burned, and the 
formula is lost. 

The story writer might use this setting to picture the patient 
labor of the discoverer and to make us feel the great loss to 
the world. On the other hand, the president of a bank has 
a different purpose in mind when he uses this incident to tell 
a story that may induce you to hire a safety deposit box, in 
which to keep your valuable papers. You have probably read 
the following story that Franklin told about the whistle. 

When I was a child of seven years old, my friends, on a 
holiday, filled my pockets with coppers. I went directly to a 
shop where they sold toys for children; and, being charmed 
with the sound of a whistle, that I met by the way in the 
hands of another boy, I voluntarily offered and gave all my 
money for one. I then came home, and went whistling all over 
the house, much pleased with my whistle, but disturbing all 
the family. My brothers, and sisters, and cousins^ understand- 
ing the bargain I had made, told me I had given four times as 
much for it as it was worth; put me in mind what good things 
I might have bought with the rest of the money; and laughed 
at me so much for my folly that I cried with vexation; and 
the reflection gave me more chagrin than the whistle gave me 
pleasure. 

This, however, was afterwards of use to me, the impression 
continuing in my mind; so that often, when I was tempted to 
buy some unnecessary thing, I said to myself, DonH give too 
much for the whistle; and I saved my money. As I grew up, 
came into the world, and observed the actions of men, I 
thought I met with many, very many, who gave too much for 
the whistle. 
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If I see one fond of appearance, of fine clothes, fine houses, 
fine furniture, fine equipages, all above his fortune, for which 
he contracts debts, and ends his career in a prison, Alas! 
say I, he has paid dear, very dear, for his whistle. 

Franklin wrote this as an experience of his own, from 
which his son might draw a lesson. He did not, however, have 
in mind the desire of any banking firm to accumulate a large 
surplus. If the story is to be used in a booklet soUciting 
bank accounts, it must be shortened and adapted to this 
special purpose. It might read as follows. 

We learn by experience, but often the lesson comes too late. 

It was Benjamin Franklin's good fortune, while a boy, to 
leam the lesson of saving. He bought a whistle, you remember, 
paying four times as much as it was worth. His brothers and 
sisters laughed at him until he was sorry that he had bought it. 

Of this experience he said: "Often, when I was tempted to 
buy some unnecessary thing, I said to myself, DonH give too 
much for the whistle, and I saved my money." 

Have you a boy from 7 to 12 years old? Then read him the 
story from Franklin's life. Bring him to the bank some morn- 
ing and let us give him a bank book in his own name. It will 
please him, and in years to come he will thank you for starting 
him on the road to independence. 

It is never too early to begin to save. 

It was once a common practice to disguise an advertise- 
ment by placing it at the end of a story. This sort of decep- 
tion is no longer regarded as good poUcy. The following 
narrative form appeared in the advertising section of a 
magazine, and was accompanied by a picture of Mr. Riley 
shaking hands with a Uttle girl. There was no attempt to 
make the reader believe that it was anything else than a 
part of the advertisement. 

"HOW DO YOU DO, MR. RILEY?" 

" ' Onct when I was ist a little girl ' — only four years old — 
mother and I were down town and I saw you not far away. I 
broke away from mother, ran up to you, and said, ' How do you 
. do, Mr. Riley?' I shall never forget the wonderful smile on 
your face when you turned and saw me, a tiny little tot. You 
bowed and spoke to me as though I were a queen, and when 
I told you I knew 'most all of your child rhymes and enjoyed 
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them very much you were as pleased as if some man of letters 
had complimented you. That, Mr. Riley, is one of my finest 
memories." 

So wrote a grown-up little girl to James Whitcomb Riley. 

Are you giving your children the precious memories of those 
beautiful poems .^ Will your children be able to say — ''My 
mother read me Riley when I was a child — and the ' Raggedy 
Man' and 'Little Orphant Annie' have rejoiced and com- 
forted me all the days of my life '7 

ASSIGNMENT 2 

Bring to class illustrations of narrative used in advertising. 
Study the manner in which it is used as an aid in selling. 

EXPOSITION 

4. Its use in business. The purpose of exposition is to 
explain the meaning of some principle or term or to tell how 
something is made or done. Exposition of this kind is used 
in business English as well as in English composition. Trade 
journals are largely made up of explanations teUing how or 
why something is done. Expositions of this sort are not con- 
cerned with selUng, yet they form an important part of busi- 
ness EngUsh. Reports of various kinds likewise come under 
this head. 

You are concerned at present with expository writing that 
is indirectly or directly connected with selling. Many large 
firms conduct educative campaigns. The object of these cam- 
paigns is pubhcity. Through them the public is acquainted 
with processes of manufacturing and methods of conducting 
business. 

The first of the following illustrations explains why a 
company advertises; the second explains how it advertises. 

AIMS AND PURPOSES 

Our advertising is a public expression of the executive policy 

upon which 's business was founded and is maintained. In 

all of our plans, the merchant is looked upon as a co-partner. 

Anything that leads to his success is a part of the policy; 

anytliing detrimental to the dealer is instantly discarded. 
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*s advertising takes the dealer out of price competition 

where sales are made at the expense of profit, and puts him in 
a position where quality cornpetition is all he is called upon to 
face. With Oval Label Quality a publicly recognized fact, the 
merchant's entire attention can be devoted to service. And 
service not only holds patronage, but produces it. 

TRADE PUBLICATION CAMPAIGN 

Our advertising to the dealer is conducted in a large list of 
leading trade pubUcations. These trade messages to the retail 
merchant deal with questions of house policy illustrating 
graphically why, to the individual retailer, an alliance with the 
largest concern of its kind in the world has an importance far 
beyond the mere question of merchandise. 

The following example illustrates a form of exposition 
very widely used. It occurs in a booklet on gas equipment 
for kitchens. Manufacturers of curtains, furniture, paint, 
etc. publish booklets on interior decoration, artistic arrange- 
ment, color schemes, etc. This is effective in making the 
manufacturers known to the public. 

The modern kitchen is being planned as carefully as any 
other part of the home. 

It is not built so large as formerly, since the necessary gas 
appliances for cooking and heating water have been so con- 
structed that there is a great saving of space as well as labor. 

The kitchen should be well lighted and ventilated. A 
transom or swinging*door should be installed over the kitchen 
window to allow for proper ventilation and to carry off the 
steam and odors when cooking. 

All kitchen window openings should extend to the ceiling and 
be provided with means for opening the entire window space. 
Casement windows or windows with casement transoms are 
preferable. Houses so constructed will be cooler and receive 
better ventilation than those in which these ventilating facili- 
ties are absent. 

A single inverted gaslight fixture suspended from the center 
of the ceiling provides general illumination for the kitchen. 

In large kitchens it is also well to install one or more side- 
wall brackets, so arranged as to provide special illumination. 

An additional outlet should be installed to allow for the use 
of a small portable heating stove, or a gas-heated flatiron. 

The examples above are, of course, intended finally to aid 
sales, but their first purpose is educative. They are in the 



8- BUSINESS ENGLISH 

nature of infonnation that gains the interest and confidence 
of those that may later become purchasers. 
• When you use exposition as an immediate aid in selling, 
you must explain your principle or the use of your article 
or device in such a manner as to show the prospective cus- 
tomer that it meets his needs or solves his problem. The 
following example illustrates the way in which exposition 
emphasizes service. 

AUTOMATIC INSTANTANEOUS WATER HEATER 

An Automatic Instantaneous Water Heater is an appliance 
which is automatically operated and controlled by the opening 
and closing of a faucet on the hot-water line in any part erf the 
house. The heater should be placed in the cellar or laundry. 

This appliance may be operated independent of other water- 
heating appliances or may be arranged to supplement other 
means, such as furnace coils, etc. The former is known as the 
direct method; the latter is known as the indirect or reheating 
method, and is the more economical in cold weather, but re- 
quires a storage tank or boiler. The thermostat on the heater 
can be so adjusted as to have the water heated to almost any 
degree Fahrenheit, but is usually set at about 140 deg^iees. The 
manufacturers of this style of heater make them in sizes which 
are so constructed as to supply hot water at the rate of 3, 4, 6, 
and 8 gallons per minute, raising the temperature of the water 
approximately 63 degrees above the initial temperature. 

The gas does not bum continuously, but only during the time 
when water is being drawn. Should the temperature of the 
water when being drawn go above 140 degrees the thermostat 
automatically shuts off the gas until such time as the tempera- 
ture of the water gets below 140 degrees, when the gas is again 
ignited and heats the water to the proper degree. 

The supply of hot water is inexhaustible; it is there when 
needed, day or night. The service obtainable is ideal. 

ASSIGNMENT 3 

Bring to class examples of the three uses of exposition 
illustrated above. How does each serve its particular pur- 
pose? 

ARGUMENT 

5. Its use in business. The purpose of argument is to 
make others beUeve as we do regarding the truth or falsity 
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of a statement. This cannot be done merely by assertions. 
We argue only when we present reasons or evidence to 
support our assertions- 

In business argument there is generally no formal state- 
ment of an assertion, or proposition, about which we have 
different opinions. Besides this, the persons to whom an 
argument in business is addressed are not usually disposed 
to disbelieve the proof set forth. We are willing to be shown 
the superiority of one article over another, especially if we 
are about to make a purchase. Again, the limits of space in 
an advertisement or a sales letter forbid any extended use 
of facts. 

Besides these three general characteristics of business 
argument there is another that is more specific. The pre- 
sentation of reasons is largely a matter of description and 
exposition. These forms of expression are always used as 
aids in argument, but in business they often form the greater 
part of the argument. When you describe your article so 
that its superiority over others of its kind is evident to the 
customer, your description becomes an argument for the 
purchase of the article. If you explain a device in such a 
inanner that the customer sees how it meets his needs, your 
explanation becomes an argument for the purchase of the 
device. 

The mere presentation of proof by facts, description, or 
explanation, however strongly you may prove your case, is 
not often sufficient to bring about a sale. Argument by per- 
simsion must follow argument by proof. Persuasion means 
suiting the argument to the hearer or reader. Its purpose is 
to arouse the feelings and influence action. 

By turning back to the adaptation of Franklin's story of 
the whistle, you will see the effectiveness of putting argument 
in the form of persuasion. The plain argument is: Teach 
your boy to save, because it will make him independent later 
in life. The use of the phrases, "It will please him" — ''in 
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years to come he will thank you/' gives the argument a dif- 
ferent tone. It appeals to the father's natural feeling for 
his boy. In the words of the definition, it is suited to the 
reader. 

In the first of the following illustrations point out examples 
of proof. How is description used as argument in the second? 
How is explanation used as argmnent in the third? 

HYGIENE OF GAS 
ITS AID IN VENTILATION 

Not the least among the advantages of the use of gas for 
lighting and other purposes is the marked beneficial effect 
upon hygienic conditions. 

In connection with this subject it is well to call attention to a 
prevailing erroneous opinion built upon insufficient knowledge 
or superficial thought. It is often stated that the products of 
gas combustion vitiate the air. All impartial investigations 
by competent authorities have shown that this statement is 
groundless, and that, due to unexpected but none the less rea- 
sonable and effective causes, the burning of gas in small quanti- 
ties such as are required for lighting is always accompanied by 
an improvement in the breathing quality of the air. Further- 
more, gas light has been found to be comparatively free from 
the injurious effects upon the eyes which have lately become 
BO painfully apparent with the more glaring light sources. 

Exhaustive Scientific Tests 

During a period of three months in 1907, Dr. Samuel Rideal, 
of Royal Westminster Institute, London, carried on a most 
exhaustive series of tests to determine the relative hygienic 
effects of gas and electric lighting. These tests left nothing to 
be desired in the matters of thoroughness and conclusiveness. 
The complete results are too lengthy to be fully set forth here, 
but they plainly showed: 

1. That the pulse rate, frequency of respiration, blood pres- 
sure, number of blood corpuscles, body temperature, bodily 
weight, and mental fatigue over the entire three months* test 
showed no greater change with gas lighting than with electric 
lighting. 

2. That the percentage of carbonic acid gas and moisture in 
the air varied no more with gas lighting than with electric 
lighting of equal intensity, and that the rise in room tempera- 
ture at the breathing level was substantially the same in either 
gas or electricity both with and without adequate facilities for 
ventilation. The gas-lighted room was somewhat cooler imder 
the latter condition. 
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Ventilation Increased 

3. That ventilation was much more vigorous with gas light- 
ing than with electric lighting even with doors and windows 
closed, and was sufficient to remove the products of gas com- 
bustion, thus accounting for the results in (2). This ventilating 
effect is produced by the uprising currents of air from the gas 
burners. 

4. That the organic matter from the lungs (which produces 
"stuffiness" and depression), as well as bacterial matter, were 
present to a much less degree in the gas-lighted room. This 
effect was principally due to the burning of this matter in the 
flame of the gas burner. 

Less Eye Fatigue 

5. That gas light is less fatiguing to the eyes than is electric 
lighting. This is because of the lower brilliancy of the gas 
mantle, reducing "glare" from polished surfaces, glazed 
papers, etc. 

These tests indicated that gas properly used is not only not 
deleterious to the health, but is diitinctly beneficial, and that 
the heat produced by gas lamps and heaters may be utilized to 
produce very effective ventilation. This is a most important 
consideration. 



The newest Hotel Statler is in St. Louis, and will be opened 
November 10th. 

Like the Statler hotels in Buffalo, Cleveland, and Detroit, 
it will be operated on the theory that "the guest is always 
right"; and it will give you the "more than your money's 
worth" which is a cardinal principle of Statler policy. 

There you will find, as in the three other Statler cities, a 
complete hotel. Every room, whatever its price, has private 
bath, circulating ice-water, and many unusual comfort-fea- 
tures — down to such details as pincushion, with needles, 
thread and buttons, and a morning paper under your door 
but no charge for it in the bill. You will find a well-selected 
library; luxurious lounging rooms; excellent restaurants; ample 
space and equipment for handling meetings and conventions; 
convenient and pleasant sample-rooms. 



Every housewife knows the "shear cut" — the cut made 
with her shears or scissors. She knows also that steel alone can 
do shear cutting. 

The picture shows a f our-bladed knife held against a perfor- 
ated plate. Both are steel! The knife-edges are sharp; so are 
the edges of the perforations. The one crossing the other, like 
the two cutting edges of your scissors, gives the true shear cut! 

This four-bladed steel knife and perforated steel plate are 
the cutting parts of the 

* * Enterprise ' ' Meat-and-Food Chopper ^ 
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The knife revolves against the inner surface of the perfor- 
ated plate. Nothing escapes its razor-like edges. 

Here, then, you see and understand how this chopper cuts; 
you have the secret of its supremacy and the reason it saves 
food; and in buying a chopper for kitchen thrift, you know 
the kind to look for. 

ASSIGNMENT 4 . 

Bring to class for discussion examples of argument in 
business as illustrated above. 

6. The meaning of business English. This short study 
gives you some idea of the meaning of business English. 
Once this term included only the routine office correspond- 
ence, but advertising and salesmanship have become such 
important factors in modern business that the field for the 
use of written and spoken English has become broad and 
inclusive. Correctness and effectiveness in the use of English 
are considered so important by many business men of to-day 
that they are employing men especially trained in EngUsh 
to criticise their business correspondence. This breadth of 
field together with the increasing amount of attention given 
to correct and effective use shows you how essential the study 
of English is as a preparation for business. 



PART II 
THE BUSINESS OF THE SCHOOL 

7. The use of English in actual business. The business of 
the school offers you many opportunities to apply the prin- 
ciples underlying the use of English in actual business. 
Your school itself is a place of business. It is organized as 
a business house is organized. It has a board of directors 
in the school conunittee, a superintendent, and a principal 
as manager. Your relations to these are, from many points 
of view, business relations, and as such they should be gov- 
erned by business principles. 

The preceding pages have made clear to you the aim of 
business Enghsh. That aim is to make some sort of appeal 
that will induce one person to act as another person wishes 
him to act with reference to business transactions. The 
words, appeal and inducey suggest the point of view taken by 
the merchant or the salesman. In order to win another per- 
son to accept your views, you must interest him in what you 
say, and you must please him by the manner in which you 
express yourself. This is the point of view taken by the 
merchant and the salesman. In order to win, they first try 
to interest and please. This is the point of view for you to 
take in your written work connected with the business of 
the school. 

THE INFORMAL SCHOOL NOTE 

8, Use and form. You often wish to ask your teacher for 
some special privilege. These requests should be written. 
Following is a note such as you might write. 
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High School of Commerce, 

Augusta, Maine, 

Jan. 25, 19—. 
Dear Mr. Bradley: 

I should like to be excused from reporting to you this 
afternoon to make up my failure in spelling. I liave promised 
to be at the station at half past three to meet my cousin, who 
is coming to visit me. If you will grant me this privilege, I will 
make up the work at some other time convenient to you. 

Yours truly, 

Charles N. Gibson. 

If you should begin something like this: '^I have an 
appointment to meet my cousin,'' or '^I shall be unable to 
report," or '' I cannot make up my lesson to-day/' you would 
prompt in the mind of your teacher a feeUng of disapproval 
that might be difficult for you to overcome. If your note 
makes a disagreeable impression upon him, he is not likely 
to grant your request. 

If the manufacturers of an automatic gas range should 
send you a sales letter beginning Uke this: '^We know more 
about gas ranges than you do," or '^ We are going to sell you 
a gas range," or ''If you do not use one of our automatic 
gas ranges, you are out of date," they probably would not 
sell you one. A letter with such expressions makes you feel 
uncomfortable. The writer asserts his own importance so 
freely that he is discourteous. Such a letter neither interests 
nor pleases you. 

Your note should begin with a courteous request or state- 
ment. The next sentence or two should give a definite rea- 
son for asking the favor. The request and the reason for 
it should not be in the same sentence. Let the teacher know 
in one sentence what you want. Let him know in another 
sentence why you want it. Do not forget that the granting 
of the request may cause the teacher inconvenience. You 
should make decision in your favor as easy as possible by 
your proposal to make up the work at some time convenient 
for him. 
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Q. " I " and ** we " or " you." Perhaps you have been 
told never to begin a letter with ''I/' To some extent this 
is good advice, but it is not to be followed bUndly. In 
friendly letters of personal experience it is entirely proper 
to begin with ^' I.'' '' / am going to tell you about an interest- 
ing trip that I took through the Yellowstone Park'' is the 
natural and correct way to begin. 

You should not, however, approach a prospective cus- 
tomer with: ''/ am going to tell you about a new device 
for — ,'' or '^ / represent the United Gas Company, and — ." 
The '^I'' attitude here is offensive to the Ustener. It places 
the interests of the firm above the interests of the customer. 
'^You will find this new device for — '' is better. The 
"You'' attitude considers the Ustener 's point of view. 
"I" or ''We" in a beginning asserts; ''You" appeals. On 
the other hand, the beginning in ''We are sending you un- 
der separate cover the catalogue that you asked for " is 
better than "The catalogue that you asked for is being 
sent you under separate cover." In many of the letters that 
you are to write in the following exercises, the use of "I" is 
proper. When you are writing of your own affairs or from a 
personal point of view, you cannot avoid its use. 

10. Omission of **I" and/* we." The omission of the 
pronoun as the subject of a verb is never permissible. You 
should write: "In reply we should say — "; not "In reply 
should say — ." 

After reading the preceding paragraphs, you may think 
that the "I" is too prominent in the note above. Perhaps 
it is. Would the opening sentence be preferable if written 
as follows? 

Will you please excuse me from reporting to you this after- 
noon to make up my spelling ? 

You would be doing my parents a favor by excusing me 
from reporting to you this afternoon to make up my spelling. 

Referring to the note above, answer the following ques- 
tions: 
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What is the Aeodin^f Where is it placed? How is it spaced? 
What does each line contain? How is each line punctuated? 

What is meant by margin f About how wide should it be? 

What is the soLidationf Where is it placed? How is it 
punctuated? 

What is meant by indentation f It should be about an inch 
without reference to the length of the salutation. 

What is the complimentary close ? Where is it placed? How 
is it punctuated? 

What is the signature f Where is it placed ? How is it punc- 
tuated? 

In the first of the following headings, what does the first 
line contain? the second? the third? What does each Une of 
the four-line heading contain? Where is the period used? 
Where is the comma used? The conuna is sometimes omitted 
at the end of the lines, but you may use it at present. 

18 Thomdike Street, 

Salem, Oregon, 

Jan. 9, 19—. 
27 Hollis Hall, 
Harvard College, 
Cambridge, Mass., 

Jime 2, 19—. 
Room 26, Rogers Building, 

24 Central Street, 

Columbus, Ohio, 

Aug. 8, 19—. 

ASSIGNMENT 5 

Arrange and punctuate the following headings: 

1. 15 Pleasant St Beverly Mass Feb 1 19—. 

2. 25 Columbus Ave Denver Col Mar 3 19—. 

3. 152 Congress Street Lansing Mich April 7 19 — . 

4. Jackson Miss June 19 19 — Industrial Institute. 

5. July 31 19— Madison Wis 356 Railroad Ave. 

6. Austin Tex Aug 4 19 — Knowlton Place. 

7. Phoenix Ariz Appleton St Sept 27 19—. 

8. Oakland High School Nov 10 19— Oakland Cal. 

9. Dec 19 19 — Brazil Rio De Janeiro S A American Em- 
bassy. 

As you write the following notes, examine your work with 
reference to the principles below. 
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11. Courtesy. Courtesy is one of the fundamental princi- 
ples of business. It may be expressed in definite words or 
in the phrasing of the sentence. '* Thank you " and " please " 
are words of no small value. ^' I cannot report to-day '' has 
the tone of discourtesy. 

12. Definiteness. Definiteness makes a clear impression 
on the mind of the reader. You cannot expect to sell an arti- 
cle that you describe or explain in a vague, indefinite manner. 
A sales letter that lacks the quality of clearness leaves the 
reader in doubt, and thus fails to be convincing. 

For sale — House — $5,000. 

This sort of advertising would be useless. Specific, definite 

words must be added to give some idea of the house. 

Single house — 7 rooms — bath — cement cellar — 
furnace heat. 

Examine the advertisements in the daily papers and see 

how specific and definite they are even in small spaces. 

High Back Porch Rocker 

Green or light finish, rattan 
seat and back $2.89. 

Specific words call up in the mind of the reader images that 
make him see the object or the article as if it were actually 
before him. 

Turn back again to the note. It contains two examples of 
definiteness. Lesson would be a general term. It applies to 
an assignment for study in any subject. Spelling is specific, 
or definite. " I have an appointment this afternoon " would 
be general. '* I promised to be at the station at half past 
three to meet my cousin " is definite. From the business 
point of view, the value of definiteness in your reason for be- 
ing excused lies in its force to win approval. 

13. Length of the sentence. The length of a sentence has 
much to do with its clearness. Sentences in business English 
should never be long and involved. The thought in such 
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sentences is not so easily nor so quickly grasped. The mes- 
sage is, therefore, less forceful. 

ASSIGNMENT 6 

Write a note for 

1. Early dismissal to meet your parents. 

2. Absence from school. 

3. Tardiness. 

4. An unprepared lesson. 

Skill in dictating letters is essential for advancement to 
executive positions. Practice in this should form a part of 
your daily class work. Always stand before the class and 
dictate as you would to a stenographer. 

Dictation Assignment 
Dictate to the class any of the above notes. 

You should keep your written work for a time in order that 
you may have it for reference in following assignments. 

14. Punctuation. You will make more progress in learning 
to punctuate your sentences, if you take up one principle at 
a time and apply it to your work without regard to the use 
of other marks. 

The object of punctuation is to make the meaning of writ- 
ten work clear by separating words or groups of words. 

The period, question mark, or exclamation point is used to 
mark the end of the sentence. 

The conuna, semicolon, colon, dash, parentheses, and 
quotation marks are used within the sentence to separate or 
to set off the parts of the sentence. 

15. The compound sentence and compound predicate. 
A compound sentence, as you remember, is a sentence made 
up of two or more independent statements. A sentence with 
a compound predicate is a simple sentence having two or 
more verbs with the same subject. Such sentences may often 
be made compound by merely repeating the subject in the 
form of a pronoun. 
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The independent statements of a compound sentence are 
usually separated by the comma or the semicolon. If a con- 
junction connects the independent statements, the comma is 
generally used. .If a conjunction does not connect the inde- 
pendent statements, the semicolon is generally used. 

ASSIGNMENT 7 

In the following compound sentences, what are the inde- 
pendent statements? How are they separated? 

1. You have heard something about Box Furniture, but the 
whole story has not been told. 

2. Send us a trial order to-day, and that one piece will 
convince you. 

3. Our sewing machine motor is being used in many homes, 
and it is giving complete satisfaction. 

4. The cheaper sets of books have fewer pictures, and the 
margin on the pages is smaller. 

5. Your business is valuable to me, and I am wilhng to 
hustle for it. 

6. You may return the goods at our expense, or we will allow 
you a liberal discount for the damage. 

7. We have not only lost a good customer, but we have also 
injured our reputation in his community. 

8. Either you must send us a remittance at once, or we shall 
place the account in the hands of our attorney. 

9. Your account is long overdue; please remit at once. 

10. Our hst of goods is complete; you will find there every- 
thing you want. 

The parts of a compound predicate are not usually sep- 
arated by punctuation unless the verbs are widely separated. 

1. The consignment of flour is on the way and will reach 
you by Saturday. 

2. On Thursday afternoon we shall gi v^e a special demonstra- 
tion of various ways of canning fruit, b3rries, and vegetables, 
and shall be glad to have you take advantage of this opportun- 
ity to see the latest methods in preserving food products. 

ASSIGNMENT 8 

Write five compound sentences properly punctuated. 
Write two sentences with compound predicates as illustrated 
above. 

In the compoimd sentences above, each independent state- 
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ment would by itself form a simple sentence. A compound 
sentence may also be made up of independent statements 
that by themselves would be complex sentences. Such sen- 
tences are often called complex-compound, but under this 
principle of punctuation they may be regarded as compound. 

1. If you will call at my office this afternoon I shall bo glad 
to show you oui' new filing system, and then I am sure you will 
recognize its excellence. 

2. I am about to reorganize my office procedure, and al- 
though I know that you are very busy I should appreciate 
an hour of your time for consultation. 

In each of the compoimd sentences above, the comma sep- 
arates the two independent statements. In the first sentence, 
the first independent statement is the entire part from the 
beginning to the conuna. It is not '' I shall be glad to show 
you our new filing system." The second independent state- 
ment is the part from " and " to the period. The same is true 
of the second sentence. Other commas, of course, are needed 
in these sentences, but unless you understand this principle 
of separating the independent statements of compound sen- 
tences, your punctuation of long sentences will be mere guess 
work. 

ASSIGNMENT 9 

Turn to the notes that you have written and pick out the 
compound sentences. 

Have you placed commas between the independent propo- 
sitions? 

What are the independent propositions in each? 

Which independent propositioijis are simple sentences? 
Which are complex? 

At present do not pay any attention to other uses of the 
conmia. 

ASSIGNMENT 10 

Write five compound sentences, in which one independent 
statement of each is complex. Do not use any punctuation 
except to separate the independent statements. 
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THE CLASS SECRETARY'S REPORT 

1 6. Discussion of its value. Reports, recommendations, 
and directions of various kinds are important in business. The 
manager of a firm sends directions and recommendations to 
his traveling salesmen, and the salesmen make reports to him. 
Executive committee meetings are reported as records of the 
business done or orders and measures adopted. 

To write a good report, you must keep the reader in mind. 
First, you must give him the essential facts. Next, you must 
add enough details to make these facts clear. Too few details 
will leave the reader in doubt; too many will confuse him. 

Writing secretary's reports of your daily recitations will 
train you to write good reports in business. Following is 
such a report by a high school boy. 

Mr. Sullivan opened the period in English at 2 o'clock, 
December 13, by reading the secretary's report for the previous 
recitation. 

Following this was the work in Oral Composition. The sales 
talk was given by Mr. Leahy and Mr. Williams. Mr. Leahy 
was selling Liquid Veneer, and Mr. Williams represented the 
manager of a hardware store. The introduction to the talk was 
good, because the salesman took the customer's point of view 
and offered him something that would increase his business. 
He used too much flattery in his comments on the manager's 
store and business. His persuasion was good, because he 
showed how rapidly the veneer sold in other places and how 
large a per cent of profit it returned. Mr. Williams was too 
eager to buy, and did not make Mr. Leahy work hard enough 
in securing the sale. 

Mr. Bearens then gave an unprepared talk on Mr. White's 
lecture in the hall last Tuesday. He explained what the speaker 
meant by saying that work and personality are the two chief 
factors in salesmanship. Work gives the salesman knowledge 
of his goods, and personality opens the door to the customer. 

The written assignment for the day's lesson was then taken 
up. It was to write an adjustment letter regarding damage to 
goods in transportation. Mr. McLaughlin had a particularly 
good letter, as he expressed his interest in the customer's wel- 
fare and promised to make another shipment of goods to re- 
place what was damaged. Five other boys read their letters. 
Criticisms were made by members of the class with reference 
to awkward phrases, unnecessary words, and misplaced ad- 
verbs. 
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The third topic under adjustment letters was assigned for 
the next day's lesson. 
The period closed at 2.45. 

Respectfully submitted, 

THE FORMAL SCHOOL NOTE 

17. Use and form. The notes that you have written in the 
preceding lessons are informal and require no introduction. 
The familiar salutation, " Dear Mr. Smith '' or '' Dear Miss 
White,'' is sufficient. You are so well acquainted with your 
teacher that you do not need to introduce your notes to him 
with his full name and address. When you write to your 
principal, you may be a little more formal. Although you 
know him, he may not know you. This would be especially 
true in a large school. Even if he does know you, his position 
entitles him to a form less famihar than that used to your 
teacher. The salutation, however, should be the same as that 
in the informal notes. 

37 Fairview Street, 

Springfield, N.H., 

Jan. 3, 19—. 
Mr. Charles E. Merrick, 

Principal High School of Commerce, 
Springfield, N.H. 
Dear Mr. Merrick: 

My father, wishes to talk with you regarding my school 
work. He is not satisfied with the marks that I received on my 
November report card. He thinks that I ought to do better in 
English and history. If you will let me know the time most 
convenient for you, he will call at your office. 
Yours truly, 

Henry L. Worthington. 

In the note above, where is the address placed? What does 
each Une contain? How is it punctuated? 

ASSIGNMENT 11 

Study the arrangement and punctuation of the addresses 
below according to the preceding questions: 
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Professor James H. Cummings, 
University of Chicago, 
Chicago, 111. 

Mr. Warren F. Boyden, 

Head of Department of History, 
Salem High School, 
Salem, N.Y. 

Mr. C. L. James, Cashier, 

Second National Bank, ♦ 
Trenton, New Jersey. 

Dr. Frank G. Sylvester, 

Chairman School Committee, 
97 Essex St., 

Detroit, Mich. 

ASSIGNMENT 12 

Arrange and punctuate the following addresses: 

L Carnegie Institute Pittsburg Penn Professor Henry J 
Morton. 

2. St Louis Mo 75 Worthington St Treasurer of Home Sav- 
ings Bank Mr Mark T Hanson. 

3. Dr Thomas E Hart San Francisco Cal Director of Board 
of Education. 

4. Head of Department of Science Mr Herbert L Field 
Richmond Va Central High School. 

ASSIGNMENT 13 

Write the following notes to your principal and then criti- 
cise them as suggested by the questions below: 
Write a note for early dismissal to 

1. Do an errand at a store. 

2. Do an errand at a bank. 

3. Keep an appointment with a dentist. 

4. Report to a hospital. 

5. Write a note thanking your principal for some favor granted 
to you. 

6. Write a note expressing your pleasure that he has been 
honored in some special way. 

How have you treated the " I '' and *' you " attitude? 
In what way have you expressed courtesy? 
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Where have you used definite words? 
Have you written sentences that are too long? 
Have you punctuated compoimd sentences properly? 
Did you write any compound predicates that need punctusr 
tion? 

Dictation Assignment 
Dictate to the class any of the notes above. 

1 8. Punctuation. In order to punctuate clauses property, 
you must recall the definition of a complex sentence. It has 
an independent statement and one or more dependent state- 
ments, or clauses. An adverbial clause is used like an adverb 
and expresses time, cause, condition, concession, etc. An 
adjective clause is used like an adjective and modifies a noun 
or a pronoun. A noun clause is used Uke a noun as the subject 
of a verb, the object of a verb or a preposition, or in apposition. 

19. The adverbial clause. The punctuation of an ad- 
verbial clause depends partly upon its position in the sentence 
and partly upon its closeness of connection with the inde- 
pendent statement. 

An adverbial clause preceding the independent statement 
is separated from it by a conmia, imless the clause is very 
short and closely connected with what follows. 

An adverbial clause coming between the subject and the 
verb of an independent statement is set ofif by commas like 
a parenthetical expression. 

An adverbial clause following the independent statement 
is separated from it by a comma, if the clause is long or 
loosely connected with what precedes. If the clause is espe- 
cially long, a semicolon may be used, but it is not commonly 
so used in business Enghsh. 

ASSIGNMENT 14 

Why is each of the following sentences complex? What is 
the adverbial clause in each? How is it punctuated? Why is 
punctuation omitted in one sentence ? 
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1 . As we have received no reply to our letter of June 4, we are 
sending you to-day a more detailed explanation of our motors. 

2. Since w^ wrote to you on May 5, we have unexpectedly 
been able to secure the remaining items of your order. 

3. Although we have extended to you every courtesy with 
reference to your overdue account, we have not yet received 
a remittance. 

4. If you are dissatisfied with the goods in your order of 
December 8, you may return them at our expense. 

5. After we had shipped your order No. 94, we discovered 
that an error had been made in filling it. 

6. When you wrote to me last week, I was out of town. 

7. The goods, although they were sent Monday, have not 
yet arrived. 

8. Your order, unless something unusual happens in transh 
pcrtation, will reach you promptly. 

9. The merchandise, even if it is slightly damaged, will 
return you a good profit. 

10. We are unable to fill your order of July 7, for the manu- 
facturers from whom we get our stock have become involved 
in a labor dispute and cannot furnish us the necessary materials. 

11. I am sure that you will accept our proposal, because no 
other firm can give you such Rood value for your money. 

12. When I return, I shall attend to this matter. 

13. I shall be present if I can. 

14. We are unable to give you credit on your last order, as 
you have been so dilatory in making payment in the past tJiat 
we have realized little profit on the sales. 

15. The Acme Motor will give you better and longer service, 
even though it is less expensive. 

Complete the punctuation of the following sentences with 
reference to the independent statements that are complex: 

1. If you will call at my office this afternoon I shall be glad 
to show you our new filing system, and then I am sure you 
will recognize its excellence. 

2. I am about to reorganize my office procedure, and al- 
though I know that you are very busy I should appreciate 
an hour of your time for consultation. 

ASSIGNMENT 15 

Write ten sentences illustrating the punctuation of ad- 
verbial clauses. 

ORAL COMPOSITION 
20. Value as a training for business. In preparation for 
business, the study and practice of oral expression is not less 
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important than the study of written expression. The char- 
acter of your speech largely determines your success, whether 
you are applying for a position, selling goods behind the 
counter or on the road, or managing a department or an 
office. A poorly written letter may be revised before it is 
mailed, but clumsy and ungrammatical speech in applying 
for a position or in selUng goods cannot be done over for that 
particular occasion. Correctness in speech must become a 
permanent accompUshment through careful practice. 

21. Common faults in oral expression. The most common 
errors in oral expression may be studied under four heads. 
They are (1) right pronimciation of words; (2) clear enuncia- 
tion of the syllables in a word; (3) proper grammatical forms; 
and (4) correct sentence structure. 

For help in the first you must cultivate the habit of using 
the dictionary. In the opening pages of your dictionary you 
will find a chart of the letters of the alphabet with the dia- 
critical marks indicating their sounds. These marks may 
vary in different dictionaries, but you should learn their 
meaning in yoiu* school dictionary and follow that as a 
standard. 

The illustration below is based upon Webster's New Inter- 

national Dictionary and will serve as a guide in your work. 

The third morning found the train climbing the grade north- 
ward from the main line, through the heart of the Coconino 
forest. By nine the Grand Canon of the Colorado was reached. 
Carver walked up a short flight of steps from the station, and 
stood upon the brink of the Titan of Chasms. Before him 
stretched the world as it appeared upon the third day of 
Creation, a vast, chaotic empire chiseled from the plateau by 
the diluvial waters through gpons of forgotten time. Over all 
brooded the stillness of the primeval world. 

For pronunciation the paragraph is spelled and marked as 

follows. Read it aloud carefully, pronouncing each word 

correctly. 

The thtird m6r'nlng found the tran klim'Ing Hie grad north'- 
wgrd frSm che man lln, throo ^-e hart dv the Ko'ko-ne'no 
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fSr'gst. Bi nin t4ie Grand K&n'y^n 6w ttg K6l'6-ra'do w5z 
recht. Kar'ver w6kt tip a short flit <5v stgps f r6m the sta'shwn, 
find St6l3d2i-p6ii'%iie brirjk 6y ^rhe Tl'tdn <5v Kaz'mz. Ee-for' 
him strgcht thg wiirld fts It (X-perd' ^-p5n' i*e thtird da 6v Kre- 
a'shiin, d vast, ka-6t1k gm'pir chiz'^ld fr6m che pld-to' bl 
the dl-luM-dl wo'terz throo e'6nz 6y f6r-g6t"n tim. D'vgr 
61 brood'gd the stil'ngs <5v the pri-me'vdl wiirld. 

ASSIGNMENT 16 

With the aid of your dictionary spell and mark the follow- 
ing words: 

applicable precedence preferable 

grotesque pneumonia mischievous 

incomparable advertisement formidable 

anomalous pianist miscellaneous 

misconstrue cautious diphtheria 

ASSIGNMENT 17 

Select a list of twenty words from any of your schoolbooks 
and bring them to class spelled and marked for pronuncia- 
tion. Write some of them on the board for class study. Con- 
tinue this work for several days. 

For drill in clear enunciation, there is no better practice 
than to read a short paragraph aloud each day at home, tak- 
ing pains to sound every letter and syllable, especially those 
at the end of the words. 

Concert reading by the class is helpful. A short paragraph 
read in this manner two or three times a week will make a 
very noticeable improvement in distinctness of enunciation. 

Beginning on page 59 is a discussion of the grammatical 
forms that cause most trouble in your oral expression as well 
as in your written work. You have studied these principles 
before, but you should review them at this point in your work 
in order that you may be better able to watch your own 
expression and to criticise that of your classmates. 

Beginning on page 79 is a discussion of sentence structure. 
After you have the grammatical principles well in mind, you 
should study this section before you proceed far in your oral 
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composition. The fault that you must watch most closely is 
that coming under the head of Too Much in a Sentence. 
Oral expression is especially poor through tpo frequent use of 
and. Learn to let your voice fall at the end of separate 
statements and then begin a new sentence. 

22. Narration. If your talk is narrative in form, make it 
interesting with details of action. Work toward the most 
important or exciting detail for the ending. In this way you 
will make a strong impression. A good beginning, giving the 
main thought, arouses the interest of your listeners. The 
following will suggest other opening sentences: 

My first experience in delivering groceries 
resulted in disaster. 

Such a beginning gives your story a central idea. If you tell 
the events in a connected order, the parts of the story hold 
together. 

23. Description. If your talk is descriptive, let the open- 
ing sentence give a general impression of the object, scene, or 
person you are to describe. The following will illustrate this: 

The steamship dock was a busy place. 

Such an opening sentence will give your description a central 
idea. Arrange your details so that you carry the listener's 
eye from one part of the object or scene to another part in a 
natural order, and you will draw a picture that holds together. 
Give careful attention to the choice of words that have 
picturing power, and you will make a stro7ig impression. 

24. Exposition. If you are explaining how something is 
made or done, have a definite plan in your mind and proceed 
in an orderly manner from point to point. In this way you 
will make your explanation hold together. When the subject 
treats of but one thought, express that thought in the opening 
sentence, and have all the details related to that thought. 
This will enable you to keep the central idea before your audi- 
ence. Begin something like this: 
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Neatness in appearance is very important when 
you are applying for a position. 

Reserve the most important details for the closing. By this 
means you will make a strong impression. 

If your subject has important subdivisions, you cannot 
treat it properly in one paragraph. In this case you should 
have an opening paragraph instead of an opening sentence. 
In this paragraph you should state the subdivisions, and in 
each succeeding paragraph you should treat one of these sub- 
divisions. The following example will show you how to do 
this: 

The lecture in the hall this morning dealt with two import- 
ant principles of advertising. The first explained the manner 
in which an advertisement attracts attention. The second 
showed how an advertisement arouses interest. 

An advertisement attracts attention chiefly by headlines 
and pictures. (Follow with details.) 

An advertisement arouses interest by the manner in which 
the article is described or explained. (Follow with details.) 

Notice how such a plan will hold together your talk. 

25. Argument. If your talk is in the form of an argmnent, 

you should state the subject in a declarative sentence as 

follows: 

Billboard advertising should be prohibited; or 
Billboard advertising should not be prohibited; not 
Should billboard advertising be prohibited? 

In the introduction to a long argument there are usually 

explanations with reference to circumstances connected with 

the question to be debated, but in your informal talks you 

may begin as follows: 

I believe that billboard advertising should be 
prohibited for three reasons. First, (State reason.) 
Second, (State reason.) Third, (State reason.) 

Follow this with three paragraphs, each one giving proof of 
the reason stated. If you arrange your reasons in the order 
of their strength, placing the strongest last, you will make a 
stronger impression. End with a short summary of the 
proofs. 



30 THE BUSINESS OF THE SCHOOL 

26. Unity, coherence, and emphasis. The holding together of 
the thought in narration and description is not very difficult 
to secure, if you follow, as has been suggested, a natural and 
sensible order. This is, however, a more difficult problem in 
exposition and argument. Here you have the transition in 
thought not only from one sentence to another, but also 
from one paragraph to another. One means of carrying the 
thought forward is by the use of the pronouns this and that. 
Another means is by the repetition of a word or a phrase from 
the preceding sentence or paragraph. A third means is by 
the use of transition words and phrases Uke therefore, thus, 
moreover, besides, first, second, nevertheless, furthermore, in this 
way, in the first place, in the second place, on the other hand, and 
in spite of. 

In the preceding discussion you have noticed the repetition 
of the phrases, central idea, holds together, and strong impres- 
sion. The thought conveyed in these phrases is the same as 
that in the words, unity, coherence, and emphasis. 

Frequent reference has been made also to the opening 
sentence and the opening paragraph. Such a sentence or para- 
graph is commonly called a topic sentence or a topic paragraph. 

The following list of topics for oral composition is not 
arranged according to narration, description, exposition, and 
argument, but it contains subjects coming under each of these 
forms of expression. This list is meant to be merely sug- 
gestive. You know of many things in your own experience 
about which you will like to speak. In your library are many 
books and magazines dealing with all kinds of business. From 
these also you will be able to get many subjects that will in- 
terest your classmates. 

1. The story of a successful business man^s career. 

2. The scene with the manager. 

3. A grocery window. 

4. Earning money in high school. 

5. Why Host my job. 

6. Unloading a liner. 

7. The iron workers on a new building. 
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8. A visit to a shoe factory, 

9. The first money I ever earned. 

10. An unreasonable tenant. 

11. A blast. 

12. The active messenger boy. 

13. Why my salary was raised. 

14. I help display rugs and carpets. 

15. My experience as a sales girl. 

16. The successful girl. 

17. A bargain hunt. • 

18. The plumber. 

19. Looking for a position. 

20. A courteous elevator operator. 

21. Conversation between a clerk and a woman who is 

only "looking." 

22. The auctioneer in action. 

23. A freight shed. 

24. A business man I have met. 

25. Why I left my job. 

26. A modern newspaper room. 

27. My experience back of the soda fountain. 

28. Shopping on a rainy day. 

29. Why I should like the banking business. 

30. A persistent book agent. 

31. Getting my working certificate. 

32. My preparations for the personal interview. 

33. Why I like the department store. 

34. A busy thoroughfare. 

35. My experience in fitting my first velvet hat. 

36. Why I should like to be a bookkeeper. 

37. Saturday on the vegetable wagon. 

38. At the toy shop window. 

39. My ideal business man or woman. 

40. My counter at Christmas. 

41. Why I do not like the boss. 

42. Behind the counter on bargain day. 

43. What happens when the boss goes out. 

44. Some customers I have seen. 

45. My first millinery lesson. 

46. Why I like the manager. 

47. How good nature proved an asset in business. 

48. The strike I saw. 

49. My first customer. 

50. Why I should like to be a salesman. 

THE FORMAL SCHOOL LETTER 

27. Use and form. The letters in the following assignment 
are similar in form to the notes written in the last exercise. 
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The nature of the subject, however, requires a more detailed 
treatment. The difference between the note and the letter is 
merely a difference in length. 

28. The paragraph. A paragraph is a group of words re- 
lating to a single topic. In business English, especially in 
letters, the paragraphs are usually short. This arrangement 
of a letter in short paragraphs indicating small subdivisions 
of the thought is an aid to clearness. It also economizes the 
reader's time. Note the paragraphing in the following letter. 
The following letter is a request for the privilege of drop- 
ping a study. 

25 Howitt Road, 
Worcester, Maine, 

Nov. 17, 19—. 
Mr. Robert J. Randall, 

Principal North High School, 
Worcester, Maine. 
Dear Mr. Randall: 

I think that I am taking more work than I am able to do 
well, and I wish to drop one of my studies. 

Last week I received deficiency notices in English, Spanish, 
and bookkeeping. In history and mathematics my teachers 
tell me that I am barely passing. 

I cannot do more than an hour's home study each day, be- 
cause I work in a store from five o'clock till nine every evening 
and all day Saturdays. If I do not work, my parents will not 
be able to send me to school. I have always been poor in Eng- 
lish and penmanship, and I need the extra study periods in 
order to keep up with the class in these subjects. I prefer to 
drop Spanish,. as it is very hard for me. Mr. Menendez has 
told me that I can never learn it until I know something about 
English grammar. 

Iknow that it will take me a year longer to graduate if I 
drop a study, but I hope j^'ou will let me do so. I shall be better 
satisfied with my high school course if I am able to pass in 
what I take. 

Yours truly, 

Henry T. Wayland. 

In the letter above the first paragraph states the object of 
the letter in a way to win the principars attention. If the 
opening statement had been '^ I wish to drop a study/' it 
would have at once caused a feeling of disapproval of the 
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plan. On the other hand, the statement, " taking more work 
than I am able to do well," creates in the mind of the principal 
a willingness to read the letter. 

The second paragraph explains definitely the writer's 
standing in his studies. If he had simply said, " My work is 
poor,'' he would have made only a vague, general impression 
of his standing. When, however, he mentions definite details, 
he gives the principal a clear understanding of his position. 

The third paragraph is made up of reasons for dropping a 
study. The writer presents proofs to support the proposi- 
tion, " I wish to drop a study." His first proof, " outside 
work," is supported by other proof, ^^ necessity of such work." 
The advisability of dropping Spanish is supported by proof, 
*' natural slowness in English." 

The last paragraph also contains a reason for dropping a 
study, but it is stated in such a way as to interest the princi- 
pal in the writer's welfare in school. This way of using proof 
in an argmnent is called persuasion. 

You will notice that the letter ends with a complete state- 
ment. Never end a letter with a participial phrase like 
" Hoping to hear from you "; " Trusting to hear from you, 
we beg to remain." 

Eaplain the use of the comma in this letter with reference 
to compound sentences and adverbial clauses. 

Review Assignment 
Before doing the following assignment, review sections 8-12. 

ASSIGNMENT 18 

Write a letter to your principal for 

1. Permission to change your course. 

2. Permission to take an additional study. 

3. Permission to be allowed to work in a store during the 
month of December. 

4. Permission to leave school a month before it closes in 
June to go to work for the summer. 

Dictation Assignment 
Dictate to the class any of the letters above. 
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29. Punctuation. The proper punctuation of adjective 
clauses requires considerable care. These clauses have two 
distinct uses, and according to their use are commonly called 
restrictive and non-restrictive clauses. 

30. Non-restrictive clauses. An adjective clause that is 
non-restrictive is separated or set off from the rest of the 
sentence by the comma. This kind of clause has the nature 
of an appositive and is punctuated as such. It may be left 
out of the sentence without destroying the sense of the in- 
dependent statement. It has a definite, known antecedent. 

Mr. Jones, who is our best salesman, will call on you to- 
morrow. 

This clause is non-restrictive, and is equivalent to the 
appositive, " our best salesman." 

31. Restrictive clauses. The restrictive adjective clause 
limits or restricts the antecedent to some particular person, 
place, or thin'g. If it is left out of the sentence, you must ask 
whoy whichy or what with reference to the independent state- 
ment. 

First, ship the goods that are labeled "Rush." 

This clause indicates that there are other goods ready for 
shipment. It restricts the shipment to some particular goods. 
It answers the question, " What goods? '' 

Determine which of the following clauses are non-restric- 
tive and therefore should be punctuated: 

1. The automobiles that we are putting out this year have 
all the latest improvements. 

2. Mr. Hildreth who has applied to you for a position was 
one of our most efficient clerks. 

3. The Alden lathe for which we have the exclusive agency 
will fully satisfy your requirements. 

4. The goods that you ordered November 6 will be delayed 
one week. 

5. We regret that the consignment of wheat that we sent 
you August 3 was not up to standard in quality. 

6. Our Quality Chocolates of which you have doubtless 
heard are made of the purest products obtainable. 

7. Excelsior Blend coffee which was put on the market only 
last spring has gained an enviable reputation. 
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ASSIGNMENT 19 

Study any six of the letters that you have written, and 
apply the rule for the punctuation of adjective clauses. 

ASSIGNMENT 20 

Write ten sentences, five of which contain non-restric- 
tive adjective clauses and five of which contain restrictive 
adjective clauses. 

32. The follow-up letter. A week has passed since you 
wrote to your principal, asking permission to drop one of your 
studies, and you have not had a reply. As you are very anx- 
ious about your school work, you decide to write to him 
again. The following is an example of such a letter. 

25 Howitt Road, 
Worcester, Maine. 

Nov. 24, 19—. 
Mr. Robert J. Randall, 

Principal North High School, 
Worcester, Maine. 
Dear Mr. Randall: 

A week ago I wrote to you, asking permission to drop one of 
my studies, but perhaps you have not yet decided to let me. 
If I go on with my work as I am now, I am sure to get deficien- 
cies in all my studies next month instead of in three of them as 
I did this month. That would discourage me very much, and 
I should feel like leaving school. 

I hope that you do not think that I am trying to shirk my 
work. My brother graduated from this school five years ago 
and now has a good position in Brown & Baker's Hardware 
Store. Mr. Brown has promised me a place when I graduate if 
I make good in school. If you will let me drop Spanish, I may 
be able to do it better next year, after I have studied English 
more. 

I was only twelve when I began high school last fall, and 
my parents think that there is no hurry about getting through 
in four years. They want me to do well in what I take. 

Yours truly, 

Henry T. Wayland. 

This second letter is different from the first, yet it is com- 
plete in itself. In the first place, the writer states the object 
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of this letter, as he did in the previous one. He explains his 
failure as before, and also gives his reason for wishing to drop 
Spanish, but his arguments are more in the form of persuasion 
than they were in the first letter. " Discourage me '' and " I 
may do better next year '' are direct appeals to the principal. 
His failure is also presented in a stronger way. It will be 
worse next month. 

In the second place, the writer uses three new arguments. 
The first proves that he is not shirking. The second relates to 
his age. The third mentions the view of his parents. 

You will notice that the opening of the letter is courteous. 
There is no intimation of neglect on the part of the principal. 

In business this kind of letter is called the " follow-up 
letter." Not all sales are made by the first letters. Others 
must follow. 

ASSIGNMENT 21 

Write a f oUowrup letter to any one of the letters written in 
Assignment 18. 

Study this letter carefully with reference to the punctua- 
tion of compound sentences, adverbial clauses, and adjective 
clauses. 

Dictation Assignment 

Dictate to the class a follow-up letter to any letter in Assignment 18. 

THE INFORMAL BUSINESS LETTER 

33. Use and form. Many business letters pass between 
men well acquainted or closely associated in friendship. In 
such letters the formal address is not plp^ced before the letter, 
but below it at the left-hand side. The following example 
illustrates this type of letter. The salutation may be Dear 
Mr. Brown or My dear Mr. Brown. The use of My is a Uttle 
more formal. 
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84 Park Street, 
Boston, Mass., 

Dec. 27, 19—. 
Dear Mr. Brown: 

We are sending you under separate cover the back number 
of the September "Atlantic Monthly," which you asked for a 
few days ago. 

Should you wish other back numbers, as you suggested in 
your letter, we shall be very glad to send them to you. 

Yours truly, 

W. J. Welungton. 
Mr. T. S. Brown, 

36 White Street, 

Salem, Mass. 

ASSIGNMENT 22 

Write the following informal letters: 

1. Write to a bookseller, asking about a particular book 
you are looking for. 

2. Write to a news dealer regarding the irregularity of the 
* delivery of your morning paper. 

Dictation Assignment 
Dictate to the class any of the letters above. 

34. Punctuation of a series. The members of a series of 
words, phrases, or clauses are separated by the comma. 

1. I have already sent your order of boots, shoes, and 
slippers. 

2. Paint, varnish, and colors have doubled in price during 
the last year. 

3. In locating a factory the manufacturer must consider the 
availability of labor, the nearness of raw material, and the 
means of distributing his product. 

ASSIGNMENT 23 

Take five letters that you have written and punctuate the 
members of any series occurring in them. 

ASSIGNMENT 24 

Write ten sentences illustrating the pimctuation of a series. 



38 THE BUSINESS OF THE SCHOOL 

THE FORMAL BUSINESS LETTER 

35. Use and form. The formal business letter differs from 
the formal note or the formal school letter in the character 
of the salutation. In a letter to an individual use Dear Sir 
or Dear Madam. In a letter to a firm or a company, use 
Gentlemen. If the letter is to two or more women, use Dear 
Ladies. Under varying circumstances other forms of saluta- 
tion are proper or permissible, but those mentioned above 
may always be reUed upon for ordinary business forms where 
there is no friendly nor official relation between the persons 
concerned. 

The following illustration is an example of a formal busi- 
ness letter: 

English High School, 

Rockland, Maine, 

Jan. 4, 1^—. 
To the Editor, 

High School Review, 

Rockland, Maine. 
Dear Sir: 

I am sending you under separate cover a story for the "Re- 
view." It describes an experience that I had last summer while 
visiting the National Park. I think it will be interesting to the 
other pupils of the school, as it has many amusing incidents. 
You will find inclosed stamps for the return of the manu- 
script, if you decide not to publish the story. 
Yours truly, 

Mabel K. Winchester. 

Study the following addresses and salutations: 

Why is the salutation appropriate in each example? 

Why is Mr. used in the first and Messrs. in the second? 

What is the difference in the use of Miss and Mrs. in the 
fourth and the fifth? 

Why is The used in the third and the sixth? 

1. Mr. Oliver A. Griffin, 

Editor Boston '' Herald," 

Boston, Mass. 
Dear Sir: 
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2. Messrs. Shaw and Mitchell, 

25 State Street, 

Portland, Maine. 
Gentlemen: 

3. The Curtis Publishing Company, 

Philadelphia, Penn. 
Gentlemen: 

4. Miss Laura K. Bolton, 

38 Main Street, 

Concord, N.H. 
Dear Madam: 

5. Mrs. Albert V. Prince, 

45 Summer Street, 

Boston, Majss. 
Dear Madam: 

6. The Women's Industrial Union, 

378 Boylston St., 

Boston, Mass. 
Dear Ladies: 

ASSIGNMENT 25 

Write the following letters, paying particular attention to 
courtesy, paragraphing, definiteness, and length of sentence. 
Use the conuna correctly in compound sentences and with 
adverbial and adjective clauses: 

1. Write a letter to your Y. M. C. A., asking about an 
evening course in Business English. 

2. Write to the Colby Commercial College, asking for in- 
formation about a course in Arithmetic. Ask also for a cata- 
logue of the college. 

3. Write to A. D. Smith & Co., asking for a copy of their 
"Home Study of Shorthand." Inclose stamps in payment. 

4. Write a letter thanking the secretary of Colby College 
for the information he gave you. In a letter asking a favor, 
never use the phrase, "Thanking you in advance." Write 
the letter of thanks after the favor has been granted. 

5. Write a letter urging better support of the school paper. 

6. Write a letter soliciting advertisements for the school 
paper. 
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7. Write to a local printing concern, asking for a price on 
the printing of your school paper. Make this letter very defi- 
nite. Below is an example of what not to do. This was written 
by a high school boy. 

Dear Sir: 

How much do you ask for building a bungalow? 
How much are bricks? How much are slats? 

Yours truly, 

Dictalion Assignment 
Dictate to the class any of the letters above. 

36. Punctuation of parenthetical expressions. A paren- 
thetical expression is a word or group of words used within a 
sentence for emphasis or explanation. It should be separated 
from the rest of the sentence by commas. 

1. I shall, therefore, be compelled to refuse you further 
credit. 

2. The recent increase in the cost of labor, as you know, 
necessitates a corresponding increase in price. 

3. Your new plan of advertising will, no doubt, increase 
your sales. 

4. You were, in the first place, discourteous to the cus- 
tomer. 

5. We shall, of course, comply with your request. 

37. Punctuation of appositives. Words and phrases in 
apposition are separated from the rest of the sentence by 
commas. 

1. Smith and Hurd, the bankers, have moved into their new 
building. 

2. The Simplex Machine, ranking second to none on the 
market, is selling rapidly. 

ASSIGNMENT 26 

Review the letters of the last assignment and punctuate 
any parenthetical expressions or appositives. 

ASSIGNMENT 27 

Write five sentences illustrating the punctuation of paren- 
thetical expressions and five illustrating the punctuation of 
appositives. 
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ASSIGNMENT 28 

Write the following letters, giving particular attention to 
courtesy: 

To the editor of your school paper, 

1. Asking why your story was not accepted. 

2. Calling attention to the omission of your name above a 
story that you wrote. 

3. Objecting to the use of your name in connection with a 
class note. 

4. Criticising the sporting editor for the manner in which 
he referred to a rival team in a certain game. 

Dictation Assignment 
Dictate to the class any of the letters above. 

38. Punctuation of introductory words and phrases. An 

introductory word or phrase is separated from the rest of the 
sentence by a comma. 

1. Yes, we have discounted your note. 

2. First, I will explain to you my proposal. 

3. In the second place. The Ideal Furnace is cast in one solid 
piece. 

39. Punctuation of the participial phrase. A participial 
phrase at the beginning of a sentence is generally followed by 
a comma. When the phrase comes within a sentence in the 
nature of an appositive, it is separated from the rest of the 
sentence by commas. If the phrase ends the sentence, it is 
usually preceded by a comma when it refers to some other 
word than that immediately preceding it. 

1. Thinking that you will be interested in our new spring 
stock, we are sending you a catalogue of styles and prices. 

2. Our styles, appealing to the well-dressed man, are exclu- 
sive. 

3. We are sending you a special offer, asking you to consider 
it carefully. 

ASSIGNMENT 29 

Review the letters of the last assignment with reference to 
the punctuation of introductory words and phrases and of 
participial phrases. 
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ASSIGNMENT 30 

Write five sentences illustrating the punctuation of intro- 
ductory words and phrases and five illustrating the punctua- 
tion of participial phrases. 

ASSIGNMENT 31 

Write the following letters: 

1. As president of your school bank, write to the depositors, 
calling a meeting at some definite time and place. 

2. Write a letter to depositors, notifying them to transfer 
their accounts to a regular bank before date of interest. 

3. Write a letter that might be sent to each member of 
the school, urging the opening of an account with the bank. 

Dictation Assignment 
Dictate to the class any of the letters above. 

ASSIGNMENT 32 

Write the following letters, giving particular attention to 
punctuation and paragraphing: 

1. A letter arranging an athletic game with another school. 

2. A letter of complaint or protest regarding the umpire's 
decision in a game. 

3. A letter inclosing a share of the receipts from a game. 

4. A letter accepting a game. 

5. A letter canceling a game. 

Since such letters as these are usually poorly written, take 
great pains with them. Be definite and courteous. 

Dictation Assignment 
Dictate to the class any of the letters above. 

THE OFFICIAL LETTER 

40. Address and superscription. The form of address in 
oflScial letters varies somewhat with custom, but the following 
have the authority of usage: 

President of United States 
Address: 

To the President. 
Sir: 
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Superscription: 

The President, 

The White House, 

Washington, D. C. 

Address: 

To the Vice-President of the United States* 
Sir: 

Superscription: 

To the Vice-President of the United States, 
Washington, D. C. 

Governor 
Address: 

His Excellency Samuel Haynes. 
Sir: 

Superscription: 

His Excellency Samuel Haynes, 
Albany, 

New York. 

Congressman 
Address: 

Hon. James Brown. 
Sir: 

Superscription: 

Hon. James Brown, M. C, 

Washington, D. C. 

Mayor 
Address: 

To His Honor William T. Hollis. 
Sir: 

Superscription: 

Hon. William T. Hollis, 

Mayor of New York, 

New York. 
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Judge 
Address: 

Hon. Charles Mason. 
Sir: 

Superscription: 

Hon. Charles Mason, 

Buffalo, 
New York. 

ASSIGNMENT 33 

Write the following official letters: 

1. To your Congressman, asking him to speak before your 
club on some topic of national interest. 

2. To your Governor, urging him to veto some bill passed 
by the legislature. 

3. To your Mayor, asking for improvements in streets, 
sidewalks, street Ughting, public buildings, etc. 

Dictation Assignment 
Dictate to the class any of the letters above. 

SOCIAL FORMS 

41. The mformal mvitation. You often write a note in- 
viting a friend to some entertainment or to join you on some 
special occasion. You may also write a note accepting or 
decUning such an invitation to you. These notes should be 
very friendly and personal in tone. The following examples 
show the form and spirit of such notes. 

Dear WiUiam: 

James is coming home on a short visit, and as you were 
friends in the academy, it would be pleasant for you to meet 
each other and talk over old times. My parents and I should 
be pleased to have you join us at dinner Wednesday at half 
past six. 

Cordially yours, 

Albert J. Smith. 
24 Walnut St., 

January 12, 19 — .i 

Accepting the invitation. ' 

Dear Albert: 

I shall be pleased to join you at dinner on Wednesday 
and to meet James. It has been some time since I saw him, and 
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it will be pleasant to renew old acquaintance. Thank you for 
your thoughtful attention. Tell your mother that I have not 
forgotten the very pleasant day I spent at the cottage last 
summer. 

Sincerely yours, 

William A. Jones. 
31 Glendale Ave., 
January 13, 19 — . 

Declining the invitation. 

Dear Albert: 

I am very sorry that I cannot come out to dinner Wed- 
nesday. I start on my western trip for the firm Tuesday. I 
should be pleased to meet James, as I have not seen him for 
some time. Kindly remember me to him and tell him that I am 
glad he is doing so well. Give my kindest regards to your 
mother and father. 

Sincerely yours, 

William A. Jones. 
31 Glendale Ave., 
January 13, 19-—. 

ASSIGNMENT 34 

Write the following informal notes: 

1. Inviting a friend to accompany you to the theater. You 
have the tickets. 

2. Inviting a friend to join a picnic party you are planning. 

3. Inviting a friend to spend an evening with you at your 
club. 

42. The formal invitation. For all such occasions as 

graduations, receptions, and weddings a conventional form 

has become customary. The following examples illustrate the 

accepted forms. 

Mr. and Mrs. Louis T. Raymond request the pleasure of 
Mr. and Mrs. John B. LowelFs company at dinner Thursday 
evening, December the tenth, at half past seven o'clock. 

The following is a Uttle less formal. 

Mr. and Mrs. Louis T. Raymond request the pleasure of 
your company at dinner Thursday evening, December the 
tenth, at half past seven o'clock. 

Accepting the invitation. 

Mr. and Mrs. John B. Lowell accept with pleasure the 
kind invitation of Mr. and Mrs. Louis T. Rajrmond for dinner 
Thursday evening, December the tenth. 
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Declining the invitation. 

Mr. and Mrs. John B. Lowell regret that a previous engage- 
ment prevents them from accepting the kind invitation of Mr. 
and Mrs. Louis T. Rajrmond for dinner Thursday evening, 
December the tenth. 

The class invitation. 

The Class of Nineteen Hundred and Eighteen requests the 
honor of your presence as Matron at its class dance Friday 
evening, June twenty-third, at eight o'clock. 

ASSIGNMENT 35 

Write the following formal notes: 

L An invitation to a party to be given in honor of your 
guest, Mr. Henry Morton. 

2. Accepting the above invitation. 

3. Declining the above invitation. 

4. An invitation to Mr. and Mrs. Horace H. Wellington for 
dinner. 

ADVERTISING 

43. Elementary principles. The notices on your black- 
board or bulletin board and the posters about your building 
regarding athletic games, dramatic entertainments, or the 
pubUshing of the school paper are forms of advertising. 

The purpose of these notices and posters may be simply to 
announce an event of interest to the school, as 



THE REVIEW 
Out To-day 



It may be a little stronger reminder, as 



Don't Forget to Buy 

THE REVIEW 

Out To-day 



ADVERTISING 
It may make a stronger appeal, as 
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Why Do You Read 
Your Neighbor's 

Paper? 

THE REVIEW 

Out To-day 

OWN 

This Interesting Copy 



The first poster serves only as a reminder. This is sufficient 
for those that regularly buy the paper. 

The second poster will gain some response from those that 
are merely thoughtless or habitually say, '* Some other time.'' 
" Don't forget " prompts action. 

The third poster is a distinct challenge to those who are in- 
different. As they read the heading, they feel ashamed of 
looking at the paper over a schoolmate's shoulder. A thrust 
of this sort arouses their attention and compels them to read 
the poster from top to bottom. The imperative sentence at 
the end is an inducement to action. Curiosity is excited by 
' ' interesting. " " Own, ' ' standing by itself, appeals to the feel- 
ing of pride as it is contrasted with " your neighbor's paper." 

This poster can be still further improved. You might in- 
sert a short descriptive paragraph, pointing out attractive 
features of the paper. It could also be done in colors. This 
would help attract and hold attention. Besides the coloring 
and the description, it might be illustrated. A picture of 
some one reading the paper or in the act of buying it would be 
the most suggestive part of the poster. 
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You have noticed in reading the preceding paragraphs the 
frequent use of atteniion, appeal, aciwn, response. These tenns 
recall the principles underlying the writing of the letters re- 
garding changes in your studies. The problem is the same in 
both instances. It is to win others to act according to your 
wishes. The advertising man solves the problem by asking 
himself this question: " What kind of appeal must I make* 
that will call forth the expected response? " Appeal and re- 
sponse are the fimdamental words of advertising. 

In preparation for the following work, make a study of 
advertisements in newspapers, magazines, cars, and on bill- 
boards. Ask yourself these questions: 

What SOTt of short headUnes attract attention? 

What thought, feehng, or idea is used in the appeal? 

What prompts a response? 

How does spacing, form, lettering, or color help? 

How do illustrations suggest action and attract attention? 

ASSIGNMENT 36 

Construct poster advertisements for 

Games, plays, entertainments, care for school property, depositing 
money in school bank, school paper — using an appeal different from 
the one in the example. 

SUMMARY OF THE MECHANICAL FORM OF A LETTER 

Stationery. The stationery for business letters is usually 
8| inches by 11. The size of the envelope is about 3§ inches 
by 6i. An official envelope is from 9 to 10 inches long, and 
is used in official correspondence. This form of envelope is 
very often used in business also, especially to inclose bulky 
advertising matter, sales letters, or circular letters. 

Folding. Fold the bottom edge of the letter to a point 
within half an inch of the top. Fold the right-hand third 
toward the left-hand edge. Fold the left-hand third toward 
the right so that it does not quite cover the first third. 

Margins. The margin at the top and at the bottom of the 
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page should be equal. It will vary in width with the length 
of the letter. The margin on the right and on the left of the 
page should be at least an inch. If the letter is short, it may 
be wider. Such judging of the width of the margin accord- 
ing to the length of the letter will give the page an appear- 
ance of balance. 

Indentation. The first word of every paragraph should be- 
gin one inch from the left-hand margin. 

Heading. The heading contains the address of the writer 
and the date of writing. It is placed just below the margin on 
the upper right-hand comer of the page. If the address is 
short, it may be written on one line. • If no street and number 
are used, the address may be written on the first line and the 
date on the second. If the address is long, the street and 
number are written on the first line, the town and the state 
on the second, and the date on the third. If the name of some 
club house is also used, four lines may be necessary. The 
number of Unes is determined by the appearance of the head- 
ing when it is written. On paper with a printed heading, only 
the date is necessary. 

Write out the date — Jan. 4, 1917, not 1/4/1917. After 
the day of the month do not write st, rd, th. Do not abbre- 
viate the names of towns. 

Address. The address is written on the left-hand side of 
the page, a line below the last line of the heading. It contains 
the name of the person or firm to receive the letter. It should 
be arranged as a heading is arranged. Appropriate titles 
should be used. 

The proper titles in business are Mr., Messrs., Miss, Mrs., 
and Mesdames, abbreviated Mmes. Esq. is properly apphed 
to those belonging to the legal profession. Both Mr. and Esq. 
should never be used. 

The following professional titles are in common use: Pro- 
fessor James H. Moore, or Professor Moore. The Reverend 
Charles K. Judkins, or The Reverend Mr. Judkins. The title 
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for a Cardinal is His Eminence; for an Archbishop, Mos( 
Reverend; for a Bishop, Right Reverend. 

The name of a physician is preceded by Dr., or followed by 
M.D. The name of a dentist is preceded by Dr., or followed 
by D.D.S. or D.M.D. 

Honorable is applied to congressmen, senators, members of 
the cabinet, mayors, or judges of the state or federal courts. 

Salutation. The salutation is placed below the address on 
a line with the margin. Dear Sir, My dear Sir, Gentlemen, 
Dear Madam, Dear Mesdames or Dear Ladies, are the com- 
mon forms for business. Sir is used after Honorable in the 
introduction. 

Complimentary close. The complimentary close should 
begin a little to the right of the middle of the page. The 
preferred form for business is Yours truly. In official letters 
Yours respectfully is proper. 

Superscription. The superscription includes what is written 
on the face of the envelope. The arrangement is illustrated 
by the following examples: 

Mr. Robert H. Mitchell 

364 Main Street 

Lynn, Mass. 

Special information, such as '* In care of," '^ R. F. D. 
No. 2," etc., should be written in the lower left-hand corner; 

as 

Miss Helen D. Paige 
Bucksport 

Vermont 
R. F. D. No. 3 

The use of punctuation at the end of the lines is a matter 
of choice. 

MINOR POINTS OF PUNCTUATION 

A name used in address is separated from the rest of the 
sentence by the comma. 

As I was saying, Mr. Smith, you need this macliine. 
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Omission of words is denoted by the conuna. 

The first account is right; the second, wrong. 
The United Electric Company, Lynn, Vermont. 

Contrasted expressions are separated from tlie rest of the 
sentence by the comma. 

It is by honesty, not by trickery, that you will succeed. 

The exclamation point is used at the end of an exclama- 
tory sentence and after interjections and other exclamatory 
expressions. 

I have found my mistake at last! 

Ah! that is a beautiful window display! 

The rush orders! Where are they? 

The dash is used as follows: 

To show a sudden break in the thought. 

I have told you that these goods — but why should I repeat ? 

To indicate a greater degree of separation than that 

indicated by the comma. 

His courtesy — another of his marked qualities of character 
— was felt by all who came in contact with him. 

To indicate a short enimxeration. 

Please send me by your first delivery — 10 pounds sugar, 
1 dozen lemons, and 1 small bag salt. 

The semicolon is used as follows: 

Before as, namely, viz., i.e., e.g., when, they are used to 
introduce an example or an enumeration. 

Many salesmen make themselves too prominent; as, "I am 
Mr. Brown from the United Rubber Company/' 

Among merchants he was conspicuous for three qualities 
of character; namely, courtesy, honesty, and perseverance. 

The colon is used as follows : 
Before examples, a list, or an enumeration. 

Note the use above. 
Before a formal quotation. 

I will quote from your letter: " ." 

After the salutation in a letter. 
Dear Sir: 
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Brackets are used to indicate something that has been 
inserted by some one other than the original writer. 
In that capacity [as clerk] he served for twenty years. 

Parentheses are used to set off explanatory matter that is 

very loosely connected with the rest of the sentence. 

In 1913 (I think I remember correctly) there was a similar 
drop in the prices of stocks. 

The hyphen is used between the parts of a compound word 

and to divide a word at the end of a Une. 

Brother-in-law. 

The fabrias and the workmanship are absolutely depend- 
able, and the dyes are guaranteed. 

The omission of letters is denoted by the apostrophe, 

I Ve considered the question carefully. 

We Ve given you ample time. 

You're the first to report. 

It's a mistake you might have avoided. 

Who's going to distribute the circulars? 

He doesn't understand how to approach an angry customer. 

They don't want cheap goods. 

The question mark is used at the end of a question. 

When will this work be done? 

Quotation marks are used as follows: 

To inclose a direct quotation. 

The clerk said, "I will have the bundle ready for you in a 
moment." 

To set off a quotation within a quotation by single marks- 
He replied angrily, "Last week you said to me, 'I will fur- 
nish them at ten cents apiece,' and now you are asking fifteen." 

When the quotation consists of more than one paragraph, 
quotation marks are used at the beginning of each paragraph, 
but at the end of only the last one. 

To inclose the title of a book, magazine, a newspaper, or 

the name of a ship. 

I have bought "A Tale of Two Cities." 

He was reading the "Herald." 

The "Titanic" was sunk by an iceberg. 
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A period is used after a declarative sentence and after 
abbreviations. 

CAPITALIZATION 

The capitalization of abbreviations is not generally fol- 
lowed in business, especially in orders for goods. 
The following words are capitalized: 

The first word of a sentence, the first word of every line 
of poetry, and the first word of a formal resolution. 
Resolved: That free trade etc. 

East, West, North, and South when used as names of 
a part of a country. 

The South produces cotton and sugar. 

The chief words in titles. 

Warren's "History of the Nations." 

The when it is a part of the name or title. 

Warren's " The FaU of Rome." 

It is printed by The Curtis Publishing Company. 

Proper nouns and proper adjectives. 
Boston. The American style of shoe. 

State; as, the State of Ohio. 
The pronoun / and the interjection 0. 
Merchandise terms Uke the following are generally used 
without capitals: brv^sels carpet, china ware, india inky mo- 
rocco binding, oriental rugs, russia leather, turkey red. 
Do not begin a sentence with figures. 

LETTERS OF APPLICATION 
44. General characteristics. The letter of application is 
a sales letter. You believe that you are fitted for a certain 
position, and you wish to induce your prospective employer 
to accept your services. The salesman puts himself in the 
place of the buyer, and so you must put yourself in the place 
of the employer and try to imagine what he would like to 
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know about you. If you have any means of learning some- 
thing of the characteristics of the person to whom you are 
applying or of his methods of doing business, you might 
make your application especially effective. 

45. Beginning. The letter should begin with the appUca- 
tion for the position and with a reference to the source of 
information, whether from an advertisement or from some 
one knowing of the vacancy. Never abbreviate advertisement 
to ad. Never say, " Seeing your advertisement — ", nor " I 
saw your advertisement — ", nor ^* Repljdng to your adver- 
tisement — ," nor " Noticing your advertisement — ." Such 
phrases are not only outworn, but they are unnecessary. 

46. Experience. The account of your business experience 
may follow the opening paragraph. Explain definitely where 
and how long you have worked and what you have done. If 
you are still holding a position, tell why you wish to change. 
If you have had no experience in the particular business that 
you wish to enter, mention any other experience you have 
had and show how it will help you in the position for which 
you are applying. If you have had no experience at all, make 
the most of your education and your desire to learn that par- 
ticular business. 

47. Education. In stating your qualifications with refer- 
ence to education and training, tell where you went to school 
and what you studied. It is not out of place to tell what your 
school record was, although you should not do so in a boast- 
ing manner. 

48. References. In the paragraph containing your refer- 
ences, write the names in full and give the addresses defi- 
nitely to the last detail. If you have no time to look up 
the exact address of a reference, you may be sure that the 
person to whom you are writing will not take the trouble to 
do so. It is better not to refer to any one except by permis- 
sion, although this is not always possible. Courtesy requires 
that you refer to Mr. James D. Brown, not to James D, 



LETTERS OF APPLICATION 55 

Brown; to Messrs. King & Kimball, not to King & Kimball. 
If the person to whom you refer has a professional title, it 
should not be omitted. 

49. Personal reference. The letter may contain a few 
sentences of reference to yourself. You should give your age, 
and you may tell whether you are living with your parents or 
not. You should not, however, say that you are poor and 
need the work. Statements of this sort give an undignified or 
begging tone to your letter. If you are asked to state the 
salary you expect, do so in a straightforward way. Never end 
your letter with any such statements as this: '* I hope that 
you will receive my application with favor," or *' I hope to 
hear from you soon." This is emphasizing the '' I " attitude. 

50. Ending. The letter may close with a request for a per- 
sonal interview or indicate where you may be easily found. 
The complimentary close should be Yours truly. It should 
not be Yours respectfully in an ordinary business application. 
If you are writing to some one in an official position, respect- 
fully is proper. The application for a position is a simple 
matter of business. You are on an equal footing with your 
prospective employer. He wants a service that you are offer- 
ing him; therefore, be dignified and businesslike. 

You should write with pen and ink on good paper of busi- 
ness size. You cannot be too careful in matters of neatness, 
spelling, grammar, and punctuation. Remember that the 
letter represents you and that you are to be judged by it. 

43 Longwood Street, 

Manchester, N. H., 

May 18, 10—. 
The A". T. Stevens Lumber Co., 

Neponset, Mass. 
.Gentlemen: 

I wish to apply for the position of salesman as adver- 
tised in this morning's "Globe." 

For the last two years I have held a similar position with the 
Brooks and Smith Company in Manchester. My special line 
is finish, both inside and outside. For three years previous to 
my beginning work for this firm, I was with the Eastern 
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Lumber Company of Bangor, Maine. While there my experi- 
ence was chiefly in rough lumber. 

I graduated five years ago from the Bangor High School, 
where I studied typewriting, bookkeeping, and shorthand. I 
have continued my practice of tjrpewriting and shorthand, so 
that I am able to do ordinary office work. During the three 
years with the Eastern Lumber Company, I attended the 
Y. M. C. A. Evening School and studied salesmanship and 
architectural drawing. I am capable of reading house plans 
and of making estimates for either rough lumber or finish. 

I have permission to refer to Mr. Byron L. Williams, presi- 
dent of the Eastern Lumber Company, 83 State Street, 
Bangor, Maine; Mr. John V. Henderson, manager of the 
Brooks and Smith Company, 84 Main Street, Manchester, 
N. H. ; and Mr. Henry L. Connor, cashier of the Home Savings 
Bank, 75 Main Street, Manchester. 

I should be willing to go on the road or to work in the office 
and yard. At present I am receiving 25 dollars a week. 
Through conversation with Mr. Frank J. Wendell, one of 
your salesmen with whom I am acquainted, I should like to 
enter the employ of your company. 

Should you desire a personal interview, you may call me 
next Monday between 1 1 and 2 o'clock at the Boston Y. M. C. A. 
Tel. Main 3618. 

Yours truly, 

John S. Phillips. 

338 Park Street, 

West Roxbury, Mass., 
July 5, 19—. 
X 373 
"Globe" Office, 
Boston, Mass. 
Dear Sir: 

Please consider me an applicant for the position of 
clerk in a grocery store, as advertised in to-day's "Globe." 

I graduated last June from the High School of Commerce, 
where I took the Merchandising course. My average rank 
for the four years was B. 

During the last summer vacation, I worked for the South 
Market Company. For the last two years I have worked 
Saturdays for the Conway Grocery Co., Jamaica Plain. 

You may refer to Mr. Harry L. Putnam, Head of the De- 
partment of Merchandising, High School of Commerce, for 
my complete record. His present address is 24 Allen Street, 
Roslindale, Mass. His telephone number is Bellevue 743 W. 
I am living with my uncle at 338 Park Street, West Rox- 
bury. Tel. Bellevue 573 M. I should be glad to call at your 
office at your convenience. 

Yours truly, 

Stanley E. Fowler. 
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What does the opening paragraph in each of the above 
examples contain? 

What specific information does each letter give regarding 
experience? 

What special value is there in the accoimt of the applicants' 
education? 

Why does each applicant take so much care in regard to 
the addresses of the persons to whom he refers? * 

In the first letter experience is stated before education. In 
the second letter education is stated before experience. What 
good reason is there for this? 

Does the personal reference in each have any value? 

ASSIGNMENT 37 

Write letters of application for five of the positions in the 

fist below. 

Oral Assignment 

Apply in person for five of the positions in the list. 

WANTED — Boy to learn the meat and provision busi- 
ness, 16 to 18 years of age; must be well recommended and 
high school graduate. Address IDEAL MEAT SHOP, 257 
Main Street. 

WANTED, by large wholesale house, young man from 16 
to 20 years old to learn the business; good chance for promo- 
tion; give education and references. Address Lock Box L, 
Essex-St. Station, Boston. 

GIRL WANTED — A bookkeeper and stenographer for 
I light office work; state education, experience, and age. Address 
X Herald Office. 

OFFICE MANAGER wanted, some stenography; also some 
bookkeeping; only keen, bright, reliable young woman, above 
the average, need apply; $15 to start. Address F 352, Globe 
office. 

OFFICE GIRL, order clerk wanted to handle wholesale 
sheet music orders and stock; young, bright, neat appearance, 
some t3rpewriting, general office work, high school graduate 
preferred, fair salary, good chance to advance. Address Ord- 
way & Co. 
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STENOGRAPHER and typist, young girl beginner with 
some knowledge of above work; must be bright and smart; 
state training and references. Address K Herald office. 

BOOKKEEPER capable of taking complete charge of 
double entry set of books, also t3rpewriting; permanent posi- 
tion for the right young man; state education, experience, and 
salary expected. R 362 Globe office. 

Mr. CD. James advises you to apply to the Judson Choco- 
late) Company as a salesman. 

Miss Clara R. Woodman has recommended you to White 
and Kimball for general office work. 

Write ^n application for the particular position for which 
you are fitting yoiu-self . 



PART III 

GRAMMATICAL PRINCIPLES AND SENTENCE STRUCTURE 
GRAMMATICAL PRINCIPLES 

51. Purpose of this study. The following study is a review 
of a few grammatical principles that frequently give you 
trouble. If you have forgotten the definition of any gram- 
matical terms used in this section, you will find them in the 
summary of grammar beginning on page 65. 

52. The collective noun and its verb. When a collective 
noun refers to the group as a whole, it takes a singular verb. 
When it refers to the individual persons or things of the group, 
it takes a plural verb. 

In the following sentences, choose the proper verb and 
give the reason for your choice: 

1. Half of the crates (was were) broken. 

2. The number of errors (was were) not large. 

3. The firm (was were) doing a prosperous business. 

4. The firm (was were) not able to agree on a plan for reor- 
ganization. 

5. The majority of the department stores (is are) having 
special sales this week. 

6. Brown & Smith (is are) doing a large business. 

7. The Curtis Publishing Company (is are) a large concern. 

53. "This" and "that" with "kind" and "sort." The 
plurals of this and that should not be used with kind, sort, and 
class. 

Which is the correct use in the following? 

1. I refuse to fill (this these) kind* of (order orders). 

2. We do not deal in (that those) kind of goods. 

3. I do not care for the trade of (that those) class of people. 

54. The pronoun and its antecedent. A pronoun must 
agree with its antecedent in gender, person, and number. 
Mistakes frequently occur with reference to number. 
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Choose the correct number: 

1. Each one expressed (her their) opinion of the quality of 
the cloth. 

2. Each clerk should keep (his their) counter neat. 

3. Each one in favor of closing the store all day Saturdays 
will raise (his their) right hand. 

4. No one would admit that (she they) had disobeyed the 
I manager. 

5. Every salesman should have a complete knowledge of 
(his their) goods. 

6. Not one of you made out (his their) sales account cor- 
rectly. 

7. Many a merchant has failed because of (his their) lack of 
care in small things. 

8. Neither Brown nor Williams made out (his their) sales 
slip correctly. 

9. The firm is ready to move into (its their) new building. 

55. The case of the personal pronoun. Particular care 
must be taken to use the correct case of the personal pronoim. 

The nominative case is used as the subject or complement 
of a verb. 

The objective case is used as subject, complement, or ob- 
ject of an infinitive and as object of a verb or a preposition. 

Use the correct case in the following: 

I, me, myself. 
1. Who made the first sale.? . 



2. He can write a better sales letter than . 

3. The manager knew that it was that made the mis- 
take. 

4. He knew it to be . 

5. Wait for Mary and to tie up these bundles. 

6. You and — — will go bargain hunting to-morrow. 

7. I will wait on this customer . 

8. Everybody will have a good order except you and . 

9. Would you buy this hat if you were ? 

We, us, ourselves. 

1. Alice and are working at the toy counter. 

2. girls had a hard time at the last sale. 

3. He asked whether the new salesmen were . 

4. We delivered the packages . 

He, him, himself. 

1. John wrote the advertisement. 

2. To James and belongs the credit of making that 

window display. 

3. Let that can answer this question. 
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She, her, herself. 

1. It is not but her sister that is working in Brown's 

department store. 

2. I thought that the old lady in the curtain department 
was . 

3. If anyone misses that sale, it will not be . 

4. I thought it to be when she paid her account. 

5. She will help to whatever she can when the clerks 

are not looking. 

They, them, themselves. 

1. It was that bought those expensive hats. 

2. I think it was that lost the bundle. 

3. Their competitors were better equipped than ; . 

4. Dishonest salesmen injure more than they do their 

customers. 

56. The case of the pronoun " who." The improper use of 
the case of the relative and interrogative pronoun who is even 
more frequent than that of the personal pronoun. 

Use the correct case in the following: 

1. Many took advantage of the special offer, among 

was Mrs. White. 

2. I do not know you mean. 

3. To did you sell this coat.'^ 

4. do you think will settle the firm's accounts? 

5. do you think they will promote to the buyer's po- 
sition? 

6. Give the order to Tom, we think will prove reliable. 

57. The use of the articles "the," "a," and "an." Use 
the to indicate a particular person or thing or to indicate a 
person or thing as representative of a class. 

Use a or an to indicate any person or thing. A is used be- 
fore a consonant sound; an is used before a vowel sound. 

Repeat the article, when used with adjectives, to show 
whether one person or thing is meant or whether more than 
one is meant. 

In the following sentences, when may each article be used 
with a different meaning? When may only one be used? 

1. He spent five years in (a an) university. 
■ 2. I have spoken of such (a an) one. 
3. (A an) house in town. 
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4. (A an) hotel by the sea. 

5. (A an) honorable man. 

6. (A an) honest deed. 

7. (A the) man on the shore rescued him. 

8. (The an) eagle is our national bird. 

9. (The an) elephant is a large animal. 

10. The portraits included a full and (a) profile view of 
Washington. 

11. A Yale and (a) Williams man had been talking about 
the game. 

12. She bought a blue and (a) white ribbon. 

58. The adjective or the adverb. The failure to distin- 
guish between an adjective and an adverb is the cause of 
many incorrect expressions. The adjective or the adverb is 
also often used in the wrong sense. Frequently there is no 
authority in the dictionary for the word used. 

In the following, which word or expression is the correct 
one to be used? 

1. I can't find my tapeline (anywheres anywhere). 

2. Smith treated his partner as (mean meanly) as one man 
could treat another. 

3. Wright & Carter were not so (bad badly) off after the 
fire as we had expected. 

4. We have learned that (really real) good bargains are 
rare. 

5. This pattern is (kind of rather) pretty. 

6. The head of the shoe department will (probably likely) 
be transferred. 

7. He (most almost) lost his position. 

8. Mr. Brown is (not nearly nowhere near) so successful in 
business as Mr. Smith. 

9. The more (plentiful plenty) money is, the more some 
men run into debt. 

10. These goods have been running very poor, but they are 
now (somewhat some) better. 

11. The manager looked (angrily angry). 

12. The money market became (more and more gradually) 
normal. 

13. It is (funny strange) that he does not succeed. 

14. We need (less fewer) superintendents. 

What is wrong in the following? 

1. This is the longest of the two pieces. 

2. This is the better of the three styles. 

3. He is the smartest of his associates. 

4. This suit is better than any in the store. 
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Some adverbs — called flat adverbs — have the same f oim 

as the corresponding adjectives. 

dive deep run fast 

die hard sing high 

sit up late speak loud 

walk straight work hard 

59. "ShaU" and "will." In independent declarative state- 
ments, the simple future tense is denoted by shall in the first 
person and will in the second aiid the third. The added idea 
of determination is denoted by mil in the first person and 
shall in the second and the third. 

In dependent clauses introduced by that, expressed or un- 
derstood, having the subject different from that of the in- 
dependent statement, the same auxiUary is used that would 
be used if the dependent clause were used independently. 

In all other dependent clauses, shall in all persons denotes 
the simple future; will denotes determination. 

In questions, shall is always used in the first person. In the 
second and the third persons the auxiliary is used that is 
expected in the answer. 

Should and would follow the same rules as shall and will. 

The following sentences are grouped in the order of the 
paragraphs above. Use shall or willy or both if the sense 
allows, and explain what each use denotes: 

1. I be through work at five o'clock. 

2. You work in the men's department to-morrow. 

3. James be promoted next week. 

4. You be discharged Saturday. 

5. They sell at a good profit. 

6. We be pleased to have you call at our office at your 

convenience. 

1. He says that I find the work pleasant. 

2. The bulletin reports that we close early to-morrow. 

3. I am sorry to reply that your shipment be delayed 

a week. 

1. Although I be absent, you may be sure the draft will 

be honored. 

2. When he present his bill, you may pay it. 
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3. Since you not accept our terms, we are canceling 

your order. 

4. If he not listen to reason, use force. 

1. When I report for work? 

2. How much discount you allow me? 

3. the order reach me to-morrow? 

Should and would, 

1. How you make out a sales slip? 

2. I like to hear from you next week. 

3. What you say if I made you a good offer? 

4. We be glad to accommodate you. 

5. This be a good plan for you to follow. 

6. If you ask him for the favor, he be glad to help 

you. 

6o. Sequence of tenses. The tense of the verb in a sub- 
ordinate clause generally changes when the tense of the verb 
in the main clause changes. 

I know he is here. I knew he was here. 

I know he was here. I knew he had been here. 

I know he will be here. I knew he would be here. 

A general truth or a present fact should be expressed in 
the present tense, whatever the tense of the principal verb. 

He said that the laws of nature are unchangeable. 

You told me yesterday who is president of the company. 

Tense of the infinitive. Be careful that the tense of the in- 
finitive bears the right relation to the main verb. 

I was sorry to offend you. 

I am sorry to hxwe offended you. 

6i. Agreement of a verb with its subject. A compound 
subject that denotes a single idea takes a singular verb. 
Bread and butter is a wholesome food. 

When the subject is made up of singular nouns or pronouns 
connected by or, either , . . oVy neither . . . nor, the verb is 
singular. 

Either this pencil or that is mine. 
Neither WiUiam nor Henry is present. ^ 
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When the members of a compound subject, connected by 
neither . . . nor, differ in regard to person and number, the 
verb should agree with the nearer of the two. 
Neither you nor I am going. 

Words joined to the subject by with, together with, as well 

as, etc., do not affect the number of the verb. 

The president, as well as the directors, is going to the meet- 
ing. 

62. Subjtmctive mode. The subjunctive mode is com- 
monly used to denote a condition contrary to fact. 
If I were you, I should not do it. 

GRAMMAR 

The following summary of grammar is not intended to be 
used as a basis for sentence analysis and parsing. It contains 
only such facts as are helpful in the intelligent use of words 
as they are combined in sentences to express thought. 

Sentence 

A Sentence is a group of related words expressing a com- 
plete thought and containing a subject and a predicate. 

Sentences are classified according to their use as declarative, 
interrogative, and imperative. 

A Declarative Sentence asserts a fact. 
The clerk filed the records. 

An Interrogative Sentence asks a question. 
Where have you put the checks? 

An Imperative Sentence expresses a command. 

Take this dictation. 

An Exclamatory Sentence expresses strong feeling or 
emotion. It may be in the form of a declarative, an interrog- 
ative, or an imperative sentence. 
What a poor letter this is! 
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Sentences are classified according to their structure as 
simple^ complex, and compound. 

A Simple Sentence is a sentence that has one subject and 
one predicate and makes a single statement. 
The stenographer was correcting her notes. 

The subject of a simple sentence may be compound. 

The accountant and the bookkeeper were working at the 
' same desk. 

The predicate of a simple sentence may be compound. 
The office boy sorted and filed the letters. 

A Complex Sentence is a sentence that has an independent 

statement and one or more dependent statements, or clauses. 

Although the price was very low, the customer would not 
give the order. 

A Compotmd Sentence is a sentence that has two or more 

independent statements of equal rank. 

The sales were very large, and the merchant made a good 
profit. 

The two chief parts of a sentence are the subject and the 
predicate. 

The Subject is that part of the sentence about which the 
assertion is made. 

The Predicate is that part of the sentence that makes the 
assertion. 

Phrases 

A Phrase is a group of words, having neither subject nor 
predicate, used as a part of speech. 
A phrase used as a noun. 

Tying up bundles is hard work. 

A phrase used as an adjective. 

The shoes with rubber soles are badly damaged. 

A phrase used as an adverb. 

The goods were arranged in an attractive manner. 
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Phrases are also classified as follows: 

Prepositional (beginning with a preposition). 
He was working in the wholesale department. 

Infinitive (containing an infinitive). 
He tried to please the manager. 

Participial (containing a participle). 

The coats lying on the counter are marked down. 

Clauses 

A Clause is a group of words, having a subject and a predi- 
cate, used as a part of speech. 
The clause as a noun: 
Subject. 

That he mil be promoted is certain. 

Object. 

I know that this leather will wear well. 

Appositive. 

The report thai Jones & Smith have failed is untrue. 

The clause as an adjective: 

Non-restrictive. 

Mr. Hayes, who has been very successjul, will soon retire from 
business. 

Restrictive. 

The articles thxit are damaged will be replaced. 

The clause used as an adverb: 

After you have swept the office, you may take this note to 
Mr. White. 

Parts of Speech 

Words are divided into classes according to the way they 
are used in sentences; these classes are called parts of speech. 
A Noun is a word used as a name. 
A Pronoun is a word used in place of a noun. 
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An Adjective is a word used to modify a noun or a pronoun. 

A Verb is a word that asserts. 

An Adverb is a word used to modify a verb, an adjective, 
or another adverb. 

A Preposition is a word used before a noun or a pronoun to 
show its relation to some other word or words in the sentence. 

A Conjunction is a word used to connect words or groups 
of words. 

. An Interjection is a word used to express strong or sudden 
emotion. 

Nouns 

Classes. Nouns are divided into two classes; proper nouns 
and common nouns. 

A Proper Noun is the name of some particular person, 
place, or thing: 

Henry, Boston, Glenwood Range. 

A Common Noun is the name of any one of a class of 
persons, places, or things: 
book, honesty, army. 

Common nouns include collective nouns. 
A collective noun is the name of a group: 
army. 

Number is a distinction between one and more than one. 
The singular number denotes one; the plural number denotes 
more than one. 

The Possessive Case denotes ownership. The possessive 
case of a singular noun is regularly formed by adding 's; 
John^s hat. 

The possessive case of a plural noun ending in s is formed 
by adding the apostrophe: 

The hoys' sleds are in the yard. 

The possessive case of a plural noun not ending in s is 
formed by adding ^s: 

The men* i dothing is on the second floor. 
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In joint ownership the sign of possession is used with only 
the last name: 

Brown & Smith's store is closed. 

Pronouns 

The Antecedent of a pronoun is the word for which it is 
used or to which it refers. The pronoun should agree with 
its antecedent in gender, number, and i)erson. 

Personal pronouns. A personal pronoun is a pronoun 
that shows by its form whether it refers to the speaker, 
the person spoken to, or the person or thing spoken of. 



Declension: 

First Person 
Nominative 
Possessive 
Objective 

Second Person 
Nominative 



Objective 
Third Person 

Nominative 

Possessive 

Objective 



Masculine 

he 

his 

him 



Singular 

I 

my or mine 

me 

Singtdar 

you 

your or yours 

you 

Singular 

Feminine 

she 

her or hers 

her 



Neuter 
it 
its 
it 



Plural 

we 

our or ours 

us 

Plural 

you 

your or yours 

you 

Plural 

they 

their or theirs 

them 



Compound personal pronotms. To the personal pronouns, 
wy, our, your, him, her, it, and them, is added self or selves 
to form compound personal pronouns. i These have two uses: 

1. For emphasis: 

I did it myself. 

2. Reflexively: 

He made himself famous by his good work. 

Relative pronouns. The relative, or conjunctive pro- 
nouns, are who, which, what, that, and as. They are called 
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relative pronouns because they relate to some antecedent 
either expressed or understood. They are also called con- 
junctive pronouns, because they join the relative clause to 
the rest of the sentence. 
Uses of the Relative Pronoun: 
Who is used of persons. 
Which is used of animals and things. 
That is used of either persons or things, anji should be 
used when the antecedent denotes both persons and things. 
That is generally used to introduce restrictive clauses. 
Compound relative pronouns. Compound relative pro- 
nouns are formed by adding ever and soever to the relative 
pronouns who, whichj and what. 

Interrogative pronouns. The interrogative pronouns are 
who, which, and what, and are used in asking questions. Which, 
what, and whose may also be used to modify nouns, and then 
they are called interrogative adjectives. 
Interrogative pronoun: 
TT/io^isthat? 

Interrogative adjective: 
What noise is that? 

Demonstrative pronouns. The demonstrative pronouns 
are this and that with their plurals, these and those. They are 
called demonstrative pronouns, because they point out indi- 
vidual persons or things. 

Indefinite pronouns. Each, either, some, any, many, etc. 
are indefinite in their reference. They may be used either as 
pronouns or as adjectives. 

Adjectives 

Comparison is a change in the form of an adjective to in- 
dicate the degree of quality or quantity expressed. 

The positive degree denotes the simple quaUty or quantity 
of the adjective: 

sweet, many. 
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The comparative degree denotes a greater or less degree of 
the quality or quantity: 
sweeter, more. 

The superlative degree denotes the greatest or the least de- 
gree of quality or quantity: 

sweetest, most. 

Adjectives are regularly compared by adding er to the 
positive to form the comparative, and est to form the super- 
lative degrees. Adjectives of more than one syllable are 
generally compared by placing more and m4>st before the 
positive to form the other degrees. 

Irregular comparison of adjectives. 

Comparative Superlaiive 

worse worst 



Positive 
bad? 

m ; 

far 

good I 

weU I 

fore 
late 

little 

many) 
' much f 

near 
old 



farther 
better 

former 

J later 
latter 

less 
more 

nearer 

{older 
elder 



farthest 

best 

5 foremost 

4 first 

j latest 

5 last 

least 

most 

5 nearest 
i next 
i oldest 
i eldest 



Verbs 

Transitive and intransitive verbs. 

A transitive verb expresses action that passes over from the 
doer of the action to an object: 
The man huilt a home. 

An intransitive verb expresses action, being, or state that 
applies only to the subject: 
The sun shines. 
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Person and number. The only termination commonly 
used to indicate person and number is s in the third person 
singular: 

He walks. 

Tense. A diflference in the form of a verb to denote time 
is called tense. There are three primary tenses: presenty past, 
and future. There are three secondary tenses, which denote 
completed action: present perfect, past perfect, and future 
perfect. 

Mode. A difference in the form of a verb to denote how the 
thought is expressed is called mode. 

The indicative mode represents the thought as a fact. 

The subjunctive mode represents the thought as uncertain 
or contrary to fact. 

The imperative mode represents the thought as a com- 
mand or entreaty. 

Voice. A difference in the form of a verb to denote whether 
the subject acts or is acted upon is called voice. 

The active voice represents the subject as acting: 
Mr. Brown wrote the book. 

The passive voice represents the subject as receiving the 
action: 

The book was written by Mr. Brown. 

Infinitives. An infinitive is called a verbal noun, because 
it has the nature both of the verb and of the noun: To learn 
shorthand thoroughly requires long practice. To learn is used 
like a noun as the subject of the verb requires. Like a verb 
it takes an object shorthand and is modified by the adverb 
thoroughly. In the sentence, Writing shorthand is tiresome 
work, writing is called a gerund, or the infinitive in ing. 

An infinitive may be used in a sentence in all the ways in 
which a noun is used. 

Participles. A participle is called a verbal adjective: The 



THE VERB 



73 



boy playing in the street is my brother. Playing is used like 
an adjective to modify boy. Like a verb it is modified by the 
phrase in the street. 
Principal parts of irregular verbs. 



Present 
am 



Past 
was 



arise 


arose 


bear 


bore 


begin 


began 


bid (command) 


bade 


bite 


bit 


blow 


blew 


break 


. broke 


bring 


brought 


bmTst 


burst 


catch 


caught 


choose 


chose 


come 


came 


do 


did 


drink 


drank 


diive 


drove 


eat 


ate 


fall 


fell 


fly 


flew 


freeze 


froze 


get 


got 


give 


gave 


go 


went 


5row 


grew 


lave 


had 


hide 


hid 


hurt 


hurt 


know 


knew 


lay 


laid 


lie (recline) 


lay 


lead 


led 


read 


read 


ride 


rode 


ring 


rang 


run 


ran 


see 


saw 


shake 


shook 


show 


showed 


sing 


sang 


sink 


sank 


sit 


sat 


slay 


slew 


speak 


spoke 



Past Participle 
been 
arisen 
borne, bom 
begun 
bidden 
bitten 
blown 
broken 
brought 
burst 
caught 
chosen 
come 
done 
drunk 
driven 
eaten 
fallen 
flown 
frozen 
got 
given 
gone 
grown 
had 
hidden 
hurt 
known 
laid 
lain 
led 
read 
ridden 
rung 
run 
seen 
shaken 
shown 
sung 
sunk 
sat 
slain 
spoken 
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Present 


Past 


Past Participle 


spring 

steal 

swell 


sprang 

stole 

swelled 


sprung 
stolen 
swelled 
swollen 


swun 
take 
tear 
throw 


swam 
took 
tore 
threw 


swum 
taken 
torn 
thrown 


wear 
write 


wore 
wrote 


worn 
written 



Adverbs 

Comparison of adverbs. Adverbs that have the same forms 
as the adjectives are compared by adding er for the compara- 
tive degree and est for the superlative: 
Run fast — faster ^ fastest. 

Adverbs in ly usually form the comparative and superla- 
tive by placing more and most before the positive: 
rapidly, more rapidly, most rapidly. 

Prepositions 
Some simple prepositions are: 



after down 
at for 
by from 


in 
of 
off 


on 

over 

till 


to 
up 
with 


ae phrases as prepositions are: 






according to 
as regards 
because of 
by means of 
by way of 
for the sake of 




in addition to 
in case of 
in front of 
in place of 
in spite of 
on account of 





Conjunctions 

Classes of conjunctions: 

A co-ordinate conjunction connects words, phrases, and 
clauses of equal rank: 
and, but. 
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A subordinate conjunction connects clauses of unequal 
rank: 

if, although. 

SPELLING 

The plural number of nouns is regularly formed by adding 
s or es to the singular; es is added, forming an additional 
syllable, when the singular ends in a sound that does not 
unite with s: 

book, books; box, boxes. 

A few plurals are formed irregularly with en: 
ox, oxen; child, children. 

Fourteen nouns ending in / or fe change / or fe to v and 
add e^: 



beef 
calf 



elf 
half 



knife 
leaf 



life 
loaf 



self 
sheaf 



shelf 
thief 



wife 
wolf 



A few plurals are formed by changing the word: 

foot, feet; goose, geese; man, men; mouse, mice; tooth, teeth; 
woman, women. 

Some nouns form their plurals according to the laws of 
the language from which they are derived: 



Singular 


Plural 


Singular 
formiJa 


Plural 


alumna 


alumnae 


formulae 


alumnus 


alumni 




formulas 


analysis 


analyses 


memorandum 


memoranda 


antithesis 


antitheses 




memorandums 


crisis 


crises 


parenthesis 


parentheses 


curriculum 


curricula 


phenomenon 


phenomena 


datum 


data 


tableau 


tableaux 



Letters, figures, signs, etc. form their plurals by adding 's; 

t's, + 's. 

Plural of nouns ending in o. If the final o is preceded by a 
vowel, the plural is formed regularly by adding s. If the final 
is preceded by a consonant, the tendency is to form the 
plural by adding es: 

hero, heroes; potato, potatoes. 
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The following words, however, fonn the plural by adding 
s: 

banjo chromo halo octavo solo 

burro contralto junto piano stiletto 

canto duodecimo lasso proviso torso 

casino dynamo memento quarto tyro 

The plural of nouns ending in y preceded by a consonant 
is formed by changing the y to i and adding es. 

city, cities. 

Most compound nouns form the plural by adding the proper 
ending to the fundamental part of the word: 

ox-cart, ox-carts; brother-in-law, brothers-in-law. 

Some compound words add the plural sign to both words: 
manservant, mens3rvants; knight-templar, knights-templars. 

Proper names form their plural regularly: 
Harry, Harrys; Jones, Joneses. 

If the names are preceded by titles, either the titles or the 
names may be made plural: 

the Mr. Smiths or the Messrs. Smith. 

Monosyllables ending in a single consonant preceded by 
a single vowel double the final consonant before an added 
syllable beginning with a vowel: 
beg — begging, begged, beggar. 

Words of more than one syllable ending in a single con- 
sonant preceded by a single vowel with the accent on the last 
syllable double the final consonant before an added syllable 
beginning with a vowel if the word formed is accented on the 
syllable preceding the suffix: 

regret — regretting, regretted, regrettable, 
prefer — preferring, preferred. 

When the accent does not fall as above, the final conso- 
nant is not doubled: 

prefer — preference. . 
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Final silent e is kept before an added syllable beginning 
with a consonant, and dropped before an added syllable 
beginning with a vowel; but words ending in ce or ge retain 
the e before a and o. Words ending in ie drop the e, and 
change i to y before ing: 

love -f ly, lovely 
love -f able, lovable 
change -f able, changeable 
courage -f ous, courageous 
tie -f ing, tying 

Singeing and dyeing retain e to distinguish them from sing- 
ing and dying. 

Truly, duly, shoeing, hoeing, awful, argument, mileage, and 
judgment are other exceptions to the rule. 

Final y, when preceded by a consonant, is generally 
changed to i before an added syllable not beginning with i: . 

plenty + ful, plentiful 
try -f ing, trying 

In words in which the diphthongs ei and ie are pronounced 
with the long soimd 6, as in A^, c is followed by ei, all other 
letters by ie: 



conceive 


niece 


fiend 


deceit 


perceive 
besiege 


shriek 


receipt 


achieve 


relieve 


receive 


wield 



Exceptions: weird, seize, neither, leisure. 

Assignment 1 

Add such of the following endings as will make good 
English words: 

-cr, 'ing, -ed, -able, -ish, -ar, -age, ^ance, -^nce, 

club pin knit tip refer 

beg drag submit begin hot 

regret deter allot occur cut 

wet big hat snap dun 

control jar debar bag pit 

remit net omit stab sit 
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Assignment 2 






-er, -ing, -abUj -ibley -al, -ous, 


'ifVf -ion, 'ic. 




- 


force 


move 


desire 


remove 


cohere 


value 


improve 


white 


guide 


tone 


imagine 


exterminate 


dispose 


change 


paste 


peace 


advantage 


charge 


concede 


dictate 


appraise 


broke 


practice 


file 


write 


liquidate 


note 


make 


invite 






Assignment 3 






-er, -es, -/w/, 


-able, -nessy -est. 


-cation, -ment, 


'hoody -ly, 


"ingj -cat. 


baby 


sky 


city 


pity 


F^y , 


pretty 


heavy 


weary 


copy 


kmgly 


industry 


lovely 


multiply 


notify 


signify 


factory 


mercy 


rectify 


merry 
stately 


hardy 


tally 


shaky 


history 


certify 


discrepancy 


monopoly 


notary 


security 


verify 



Following is a list of words that you are most likely to mis- 
spell in business correspondence. They are taken from actual 
business letters: 



1 absence 

2 accommodate 

3 accumulate 

4 accuracy 

5 acknowledgment 

6 acquainted 

7 actually 

8 adherence 

9 admissible 

10 advice 

11 advisable 

12 advise 

13 advisory 

14 agreeable 

15 allowance 

16 already 

17 annoyance 

18 apologize 

19 appearance 

20 appraisal 

21 appreciate 

22 article 

23 assistance 

24 balance 

25 bankruptcy 

26 bargain 

27 benefit 



28 business 

29 commission 

30 committee 

31 commodities 

32 commimicate 

33 competent 

34 concede 

35 confidentially 

36 consequence 

37 consignee 

38 consignment 

39 consignor 

40 convenient 

41 conveyance 

42 co-operation 

43 cordially 

44 corporation 

45 correspond 

46 coupon 

47 courteous 

48 deficit 

49 delinquent 

50 director 

51 disappoint 

52 disbursement 

53 discrepancy 

54 economical 



55 efficiency 

56 eighth 

57 embarrass 

58 emergency 

59 endorsement 

60 enterprise 

61 equitable 

62 equivalent 

63 exceed 

64 excellence 

65 exorbitant 

66 expenditure 

67 expense 

68 facilities 

69 February 

70 financially 

71 forfeit 

72 formally 

73 formerly 

74 fraudulent 

75 freight 

76 guarantee 

77 guaranteed 

78 immediately 

79 immense 

80 imperative 

81 indebtedness 
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82 indictment 

83 indispensable 

84 individual 

85 inference 

86 insistence 

87 issue 

88 itemized 

89 judgment 

90 lease 

91 leniency 

92 lenient 

93 liabilities 

94 license 

95 lien 

96 liquidate 

97 manufacturer 

98 mercantile 

99 miscellaneous 
iOO mortgage 

101 necessary 

102 negligence 

103 negotiable 

104 notary 



l05 occasion 
[06 opportunity 
.07 pamphlet 
.08 particularly 
[09 peremptory 
.10 permanent 
.11 permissible 
.12 persuade 

13 possibility 

14 precede 

15 precedence 

16 precedent 

17 preference 
.18 prejudice 
.19 principal 
[20 principle 
121 privilege 
22 procedure 
l23 proceed 
[24 proceedings 
[25 promissory 
L26 pursue 

[27 qualifications 



128 really • 

129 recommend 

130 recurrence 

131 remittance 

132 repetition 

133 responsible 

134 revenue 

135 salary 

136 separate 

137 specimen 

138 statistics 

139 sufficient 

140 supersede 

141 tariff 

142 temporarily 

143 tonnage 

144 traffic 

145 unavoidable 

146 undoubtedly 

147 unusually 

148 vacancy 

149 valuable 

150 weight 



SENTENCE STRUCTURE 
Unity 

63. Unity. A unit, as you learned in arithmetic, is a single 
thing, or one. A sentence should be a unit. It should contain 
but a single thought, and it should, likewise, contain the whole 
thought. Moreover, there should be uniformity in phrasing 
the thought. 

You fail to make your sentences units by disregarding four 
simple principles. In the first place, you do not put the whole 
thought into the sentence. In the second place, you put too 
many thoughts into the sentence. In the third place, you 
put ideas of unequal rank in the form of a compound sentence. 
In the fourth place, you make needless changes in construc- 
tion. If you follow these principles carefully, your sentences 
will have unity. 

64. Too much in the sentence. The following sentence 
illustrates the way in which you often string together differ- 
ent statements. 
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I have been working for the last two years in the Central 
Market, and before I began to work for this company, I worked 
one year in the Highland Market, and as I have heard that you 
need a clerk in your order department, I beheve that I am cap- 
able of filling the position, after having had three years' experi- 
ence in the grocery business. 

In the sentence above there are three distinct ideas. The 
first relates to his work in the Central Market. The second 
relates to his work in the Highland Market. The third relates 
to his application for the position. As the sentence stands 
above, it has no central idea. By breaking it up into three 
separate sentences, you will give to each unity. 

ASSIGNMENT 38 

Rewrite the following sentences, breaking them up into 
separate units: 

Our tailored suit will fit you, and you will be pleased with 
the style, and you can wear it an3rwhere, and you will always 
feel well-dressed. 

We beheve that our goods are equal to any our competitors 
put out, and we are sure that our service is better, and we wish 
to secure a trial order from you, because we are confident 
that you will be so well satisfied that you will become a regular 
customer of ours. 

65. Too little in the sentence. The following illustrates 

the way in which you sometimes write a clause as if it were 

a complete statement. 

You have been very delinquent in meeting your obligations. 
Although we have extended to you many favors. 

You can easily see that the last expression is not a whole 
thought It belongs to what precedes. 

The sentence below shows you how you may frequently 

make separate statements that properly belong to one central 

idea. 

I have studied bookkeeping. I have taken a course in short- 
hand. I think that I am able to do the work you require. 

The thought here is broken up too much. The separate 

statements may be combined like this. 

I think that my courses in bookkeeping and shorthand have 
given me sufficient preparation to do the work you require. 
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ASSIGNMENT 39 

Rewrite the following sentences, combining the separate 
parts; 

1. We are sending you a more detailed description of our 
new filing devices. As our first letter may have been too in- 
definite to interest you. 

2. Although your orders have been small during the last six 
months. We hope that business conditions in your town are 
not dull. 

3. This cloth is made in our own mills. We guarantee its 
quality. It is made of the finest wool. 

66. Modifying elements not properly subordinated to the 

main thought If you study the following sentence, you will 

see that the two statements are not of equal rank. 

The goods arrived to-day, and they had been delayed a 
week. 

The arrival of the goods is the main thought; therefore, 

you should make the idea of delay subordinate to it. This 

may be done in the following manner. 

The goods arrived to-day, after they had been delayed a 
week. 
The goods arrived to-day, having been delayed a week. 
The goods arrived to-day after a delay of a week. 

ASSIGNMENT 40 

Rewrite the following sentences, properly subordinating 
one of the statements: 

1. This typewriter has been on the market only six months, 
but it is selling rapidly. 

2. I am making, you an unusual proposition, and I wish to 
be of service to you. 

3. This book covers the field of advertising thoroughly, and 
includes many examples of successful advertisements. 

4. We print each year a catalogue of two himdred pages, and 
it gives a detailed list of all our publications. 

5. Our company is managed by twenty directors, and they 
are men of wide business experience. 

67. Similar elements not put in the same construction. 

In the sentence below, notice how the construction is changed. 

You should take advantage of this offer to enlarge your busi- 
ness, and because you can increase your profits. 
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The infinitive to enlarge and the verb phrase can increase 
bear the same relation to the rest of the sentence; and, there- 
fore, should be in the same construction. The sentence may 
be rewritten as follows. 

You should take advantage of this offer to enlarge your 
business and to increase your profits. 

You should take advantage of this offer, because you can 
enlarge your business and increase your profits. 

ASSIGNMENT 41 

Rewrite the following sentences, putting similar elements 
in the same construction: 

1. Our suits are remarkable for their style and because they 
fit perfectly. 

2. One of our salesmen will call on you next week, and a new 
line of goods will be shown to you. 

3. We believe that you will accept our offer and hoping to 
hear from you soon. 

4. We will give you an order for one hundred barrels of pota- 
toes, if you will guarantee their quality and when you will 
ship them. 

Coherence 

68. Coherence. In order to make the parts of your sen- 
tence hold together, you should place modifying elements as 
closely as possible to the words with which they are connected 
in thought. Besides, you should take care that the reference 
of pronouns and participial phrases is clear. In addition, you 
should make the right relation between clauses evident by 
using the proper conjunctions. A sentence constructed ac- 
cording to this plan will have coherence. 

69. Words and phrases misplaced. The sentence below 
lacks coherence, because only is not placed near the word to 
which it refers. It should be placed before 2 per cent. 

We only give 2 per cent discount. 

In the next sentence with illustrations should follow tell. 

I shall bring with me an expert type caster, who will tell how 
type is made wiik illustrations. 
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ASSIGNMENT 42 

Rewrite the following sentences, changing the position of 
any words and phrases that seem out of place: 

1. We can only send you a small part of your order to-day. 

2. We shall only write to you once regarding this matter. 

3. All of our best goods are not yet sold. 

4. All sales are not merely made by proving the quality of 
the goods. 

5. To clearly describe your goods is important. 

6. If you wish us to definitely explain our position, we will 
do so. 

7. We neither sell boots nor shoes. 

8. He not only sold the new goods, but also the old. 

9. We are sending you a new catalogue, which I think you 
will like of our latest designs in summer hats. 

10. We will send either suit you prefer at once by parcel 
post. 

70. Participial phrases having no granunatical relation 

to the rest of the sentence. You frequently use a participial 

phrase in a sentence that contains no word to which the 

phrase relates. Such a phrase occurs in the following sentence. 

Purchasing your clothing of us, & great many dollars a year 
will be saved. 

If you attempt to analyze this sentence, you will find that 

the phrase has no connection with the rest of the sentence as 

subject, object, or modifier. In the rewritten forms below it 

has a place. 

Purchasing your dothing of us will save you a great many 
dollars a year. > 

By purchasing your clothing of us you will save a great many 
dollars a year. 

In the first sentence above, the phrase is used as the sub- 
ject of the verb. In the second, it is used as a modifier of the 
verb. 

ASSIGNMENT 43 

Rewrite the following sentences, giving the participial 
phrases some grammatical relation to the rest of the sentence: 
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1. Our advertisements may be read while riding in the car. 

2. Having written to you three times, it seems necessary 
to place your account in the hands of our attorney. 

3. Immediately after acknowledging your order, prices on 
raw materials were doubled. 

4. Although making every effort to please the customer, the 
Bale was finally lost. 

71. Reference of pronouns not clear. If the pronouns in 
your sentences do not refer unmistakably to their antece- 
dents, the reader is left in doubt as to your meaning. In the 
sentence below is an example of the doubtful reference of the 
pronoun. 

The mistake was caused by our shipper in f aihng to read your 
instructions, who wrote the address incorrectly. 

The sentence should be rewritten so that the reference to 
shipper is clear. 

The mistake was made by our shipper, who failed to read 
your instructions and therefore wrote the address incorrectly. 

ASSIGNMENT 44 

Rewrite the following sentences, making the reference of 
the pronouns clear: 

1. We sent the table by the B. and A. express, which was in 
good condition when it left our factory. 

2. In our first letter it pointed out to you the advantage 
of this offer. 

3. The Edwards machine is the best on the market. They 
are used in many large factories. 

4. He boasted to the manager of his first sale, which was 
poor policy. 

5. Each one of these garments has their special feature. 

6. No one would admit that they do not recognize the 
superiority of our banking facilities. 

72. Conjunctions expressing wrong relation between 
clauses. You may make the relation between the clauses of 
a sentence clear by care in choosing conjunctions. Some con- 
junctions denote an added thought, as and; others denote 
contrast, as but; others, time, as when; others, result, as there- 
fore; and still others denote other relations. In the following 
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sentence, while does not express the proper relation between 
the two clauses. While denotes tune. Althcmgh denotes the 
relation you wish to express. 

While I desire to please you, I cannot grant all your demands. 

ASSIGNMENT 45 

Rewrite the following sentences, expressing the proper 
relation between the clauses: 

1. Smith & Brown had a fire in their store last week, and 
they are doing business as usual. 

2. You have given me a liberal discount, but I did not ask 
for it. 

3. The suits in your last shipment were poorly made, and 
I shall return them. 

4. While I cannot accept your proposal, I am very grateful 
to you for your, consideration. 

Emphasis 

73. Emphasis. The arrangement of words in a sentence so 
that a particular idea stands out prominently gives to the 
sentence emphasis. You may make an idea emphatic by 
placing the word or phrase representing it either at the be- 
ginning or at the end of the sentence. . 

Study the following groups of sentences, noting the change 
of emphasis in each group: 

1. For me this is the only satisfactory method of settlement. 

2. The only satisfactory method of settlement for me is this. 

3. For me this is the only method of settlement that will be 
satisfactory. 

1. What pleases me most is the fact that you do your work 
willingly, although your pay is small. 

2. What pleases me most is the fact that, although your pay 
is small, you do your work willingly. 

1. We feel that your complaint is unjustifiable, when we 
consider the care we have taken to please you. 

2. When we consider the care we have taken to please you, 
we feel that your complaint is unjustifiable. 

1. I think the mistake is yours. 

2. The mistake, I think, is yours. 
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The following sentences illustrate the weak and the em- 
phatic arrangement of a series. Number 2 in each group is in 
the form of a climax; that is, an arrangement by which each 
member of the series appears in the order of its importance. 

1. He tried to impress upon his salesmen the importance of 
hard work, honesty, and neatness. 

2. He tried to impress upon his salesmen the importance 
of neatness, hard work, and honesty. 

1. He gained the loyalty, esteem, and good will of all that 
knew him. 

2. He gained the good will, esteem, and loyalty of all that 
knew him. 

ASSIGNMENT 46 

Write six groups of sentences as above, illustrating change 
in emphasis. 



PART IV 

PRACTICAL BUSINESS 
ADVERTISING 

74. Advertising. Your study of school posters gave you a 
little idea of advertising. The purpose of these posters was to 
influence your schoolmates to look favorably upon some prop- 
osition connected with school activities. You displayed the 
posters about the building in conspicuous places in order 
that they might be seen and read. You may have copied them 
upon the blackboard with colored chalk, or the class in draw- 
ing may have made them in some attractive form with color 
and illustration. All this would help attract attention and in- 
sure their being read. 

This carrying of the message was comparatively easy when 
only a single proposition was before the school at any par- 
ticular time. If, however, there were to be a ball game in the 
afternoon and a dramatic entertainment in the evening of 
the same day, there might have been considerable rivalry 
between the athletic association and the dramatic club, each 
striving to win the most favorable support of the school. 
The literary club also may have published the school paper 
at the same time, soliciting its share of support. Under such 
circmnstances direct selling of tickets would, of course, play 
an important part in winning success, but personal salesman- 
ship is not to be considered here. You are to consider what 
might be done merely through advertising as a factor in de- 
termining the number of tickets sold by each of the rival or- 
ganizations. It is clear that the posters attracting the great- 
est amount of attention would secure the greatest nxunber 
of readers. The larger the number of readers, the larger will 
be the number to respond to your appeal. 
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From this simple illustration you can easily imderstand the 
problem of the advertiser merely in getting his advertisement 
seen. In your school one event, or at most two or three, de- 
manded attention at the same time. On the other hand, a 
particular advertiser places his message on the billboards, in 
the street cars, in the newspapers, or in the magazines among 
hundreds of others. Unless his advertisement has something 
that catches the eye, very few of the thousands that pass it or 
hurriedly turn the pages of the newspaper or magazine will 
ever see it. 

Suppose that you got out for the dramatic club a poster 
that by its superiority in form, color, and illustration at- 
tracted more attention than those of its rivals. This, however, 
is important only as a means of insuring the reading of the 
message. If those that stopped to read, passed along with the 
remark, " That doesn't interest me," or " That doesn't 
appeal to me,'' or '^ I don't believe that is worth a quarter," 
all your fine work had been done for nothing. If, on the other 
hand, your message had been so worded that a large niun- 
ber said, '' That 's going to be fine," or '' That 's worth the 
money; I 'm going," you achieved some measure of success. 

All of us read advertisements with this same feeling. If 
we are interested, we read the advertisement through and 
think about it. If there is a tone of sincerity running through 
it, we have confidence in the advertiser and believe what he 
says, and we say, '^ I am going to get that." 

To make your poster advertisement complete, you prob- 
ably ended it with '* Tickets on sale at the main entrance 
to the gymnasium. Buy your ticket NOW." The habit of 
putting off the doing of something to some other time is 
difficult to overcome. Although Fred may have fully made 
up his mind to go to the play, he may have said, " I '11 
buy a ticket at the door on the night of the entertainment." 
When the time came for the ball game, Fred may have met 
a schoolmate who had a ticket for the game, and have gone 
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with him, spending his last quarter. Any one of a number of 
circimistances may have arisen on the night of the play, 
which, provided he had no ticket, would have influenced him 
not to go. So you see that your efforts in advertising pro- 
duced no results until the actual sale of tickets was accom- 
plished. 

The principle illustrated in the last paragraph is called 
in advertising inducement to action. Not every advertise- 
ment is intended to bring an inunediate response, yet you 
will find by observation that many advertisements end in a 
manner similar to that described above. In all such adver- 
tisements you will notice that the nature of the advertise- 
ment or the manner in which the article is to be obtained is 
such that unless action follows immediately upon reading, 
the chances are that the offer will be neglected or forgotten. 

In the preceding paragraphs you have studied the five 
simple elements of advertising. They are (1) attracting 
favorable attention, (2) developing interest and desire, (3) 
creating confidence, (4) convincing, (5) inducing action. All 
these five elements are not necessarily a part of every adver- 
tisement. In the first place, the nature of the article may 
determine which principle should be emphasized. In the 
second place, the advertiser may select the principle best 
suited to his purpose. In the third place, the form in which 
the advertisement appears may be adapted to different 
classes of readers. 

In the following pages you will study some of the ways in 
which these elementary principles are used in writing ad- 
vertisements. 

Classified Advertisements 

75. Classified advertisements. In the daily newspapers 
you will see a section devoted to what are called Classified 
Advertisements. These are arranged under such heads as: 
Male Help Wanted — Female Help Wanted — Boys Wanted 
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— Girls Wanted — Lost and Found — Apartments and Tene- 
ment — Houses for Sale. This grouping of similar advertise- 
ments under such heads gives the term Classified Advertise- 
ments. 

These advertisements differ from other advertisements in 
one important feature. Attracting attention is not a vital 
element. Those that read them are already interested and 
read this section of the paper for the information they desire. 
Information, therefore, is the important element in this kind 
of advertising. Form, illustration, etc. are unimportant. 

ASSIGNMENT 47 

1. Bring to class a page of classified advertisements. Study 
them from the point of view of the kind and the amount of 
information. 

2. HELP WANTED. Write five advertisements, giving 
special attention to specific requirements. What sort of in- 
formation is most important.^ How much can be put into a 
line or two — four or five at most? Conciseness, besides help- 
ing to convey your information quickly, has a money value 
here. 

3. SITUATIONS WANTED. Write five advertisements, 
making particular effort to be definite in your accomplish- 
ments. What accomplishments will be the most effective in 
selling your services.^ 

4. FOR SALE. Write five advertisements, taking care to 
emphasize special features. 

5. LOST and FOUND. Write five advertisements, keeping 
in mind facts that will identify. 

6. TOURS. Write five advertisements, laying emphasis 
upon particular advantages in sightseeing, rest, comfort, serv- 
ice, etc. 

Study of the Article 

76. Study of the article. Let us go back again to your 
school advertising to get a simple illustration as a help in un- 
derstanding the value of knowing the article before you 
write the advertisement. Take the school paper this time. 
Unless you have read it and know what it contains, you can 
write little more than an announcement that it has been 
pubUshed. You might add some vague, general statement 
about its being interesting, but such statements would not 
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sell the paper. You must ask yourself, What does this par- 
ticular copy contain that is interesting? How can I use my 
knowledge of its contents in such a way as to arouse interest 
in the minds of my schoolmates? Perhaps you can do this by 
reference to some striking point in a story, or to a letter from 
a former graduate, or to a special feature of the class notes. 
It is clear that you cannot do any of these things unless you 
know all about the contents of the paper. 

If knowledge of the article is so necessary in a small matter 
like a school paper, how much more important is such knowl- 
edge to the manufacturer or the merchant, who is spending 
thousands of dollars yeariy in advertising to induce people to 
buy his product. 

Following are three advertisements, in which careful study 
of the article has been made the basis of interesting facts. In 
such advertisements the information presented may gen- 
erally be grouped under two heads. The first group of 
facts presents information regarding the manufacture or con- 
struction of the article. The second group of facts presents 
information regarding the service of the article as a natural 
result of the construction or process of making. As you 
are now concerned chiefly with the message of the adver- 
tisements, the pictures connected with them are not given. 

ASSIGNMENT 48 

Read carefully the advertisement below and then answer 
the questions following it: 

BUILDING THE PULLMAN CAR 

Every car manufactured by the and luxury that human skill and in- 
PuUman Company is the product of genuity have been able to devise, 
practically fifty years of trial and Eight years ago the steel car was 
experiment. Built by the Pullman developed, and it was immediately 
Company in its own shops, 7400 seen that this new type of construc- 
PuUman cars are to-day operated tion offered increased safety and 
throughout the United States and made possible a higher degree of 
afford the traveling public the high- sanitation. Since that time every 
est degree of safety, convenience car built by the Pullman Company 
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for its service has been of steel con- I-beams insure the car against the 
struction, and to-day of the 7400 telescopic effect of railroad disaster, 
Pullman cars in operation, 3500 are and the steel sides, roof and fittings 
of steel construction. reduce further the possibility of ac- 

Moreover, a large proportion of cident and wholly eliminate the 
the more modern wooden cars have danger of fire, 
been rebuilt with heavy steel under- Even the floors are of monolithic 
frames and steel vestibules, insuring construction, and it is a fact that a 
a degree of safety practically equal man can push in one wheelbarrow 
to the all-steel construction. all the wood required for the con- 

The modern Pullman car possesses struction of a modern Pulhnan car. 
the rigidity and strength of a battle- Weighing more than seventy tons 
ship. Beneath the floor the mighty and fully equipped with the most 
steel center sill, 81 feet in length and modern steam heating, plumbing 
weighing 18,000 pounds, rests on and electric lighting, the Pullman 
trucks which are marvels of strength car offers, in addition to safety, in- 
and efficiency. Each truck is com- numerable luxuries, refinements and 
posed of six 900-pound steel wheels, a personal service that have estab- 
which together with the axles give a lished a world-wide reputation con- 
total weight of 11,520 pounds. sistently maintained for half a cen- 

At the ends of each car giant steel tury. 

What information regarding construction is especially in- 
terestinQf because such facts are not generally known? 

What facts are interesting from point of view of service ? 

What interest value is there in the facts about the com- 
pany? 

Does this advertisement create a feeling of confidence f 
How? 

Does it convince you of the strength of the car? Why? 

The object of this advertisement is not to induce you to 
buy a Pullman car. What is the object? 

From the point of view of business English, do you con- 
sider this advertisement good? Why? 

What use of specific terms gives it the quality of clearness 
and definiteness? 

Why is the first paragraph a topic paragraph? 

What is the force of the smnmary paragraph at the end? 

Why do the facts referred to in the last two questions 
give the advertisement unity and coherence? 

How is description and explanation used as argument? 
Turn back to page 8 and read again section 5. 



ADVERTISING 93 

ASSIGNMENT 49 

Bring to class several advertisements similar to the one 
above and discuss them according to the plan of the preced- 
ing questions. 

Oral Assignment 
Sell to one of your classmates the service of the Pullman car. 

ASSIGNMENT 60 

1. As the manufacturer of office furniture, write an adver- 
tisement for a desk or a filing cabinet. Describe and explain the 
construction and show how it makes the article serviceable. 
Examine your work according to the questions on the example 
above. 

2. As manufacturer of household furniture, write an adver- 
tisement for a chair, a table, or a bookcase. 

Words and phrases that have the power of picturing in the 
mind of the reader some feature or service of the article add 
to the force of the appeal. Such words and phrases are said 
to be imaginative^ because they create images or start trains 
of thought by suggestion. In the advertisement above the 
imaginative phrase, strength of a battleship, suggests to you 
what a great deal of description might not accompUsh. 

ASSIGNMENT 51 

Bring to class several advertisements containing imagina- 
tive words and phrases. 

ASSIGNMENT 52 

Read carefully the advertisement on the next page and 
answer the following questions: 

Separate the facts relating to construction from those re- 
lating to service. Which are more in number? 

What attention power does the first paragraph have? 

What interest value is there in the second paragraph? 

Is there any advantage in the you attitude of this para- 
graph? 
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Do you believe what the advertiser tells you? Why? 

What is the inducermnt in the footlmes? 

What advantage is there in contrasting the Arionola with 
other phonographs? 

Does this advertisement convince you of the superiority of 
the Arionola? Why? 

Pick out the specific terms and explain their value. 

Are the beginnings of the paragraphs emphatic? Why? 

What holding together, or transition paragraph, is there be- 
tween the two parts of this advertisement? 

THE ARIONOLA 



Can you imagine how a violin 
would sound if it was made of metal 
instead of wood? 

You realize at once that the tones 
would be harsh and metallic, instead 
of soft and mellow. 

In this comparison is found one 
of the advantages of the Arionola 
over other makes of phonographs. 

In the common type of phono- 
graph the sound waves, after leav- 
ing the tone-arm, come in contact 
with metal on all sides, causing 
tones that are harsh and metallic. 

In the Arionola the sound waves, 
after leaving the tone-arm, come in 
contact with nothing but wood. As 
a result, the tones are soft and mel- 
low. There is just the difference in 
quality of tone between the ordin- 
ary phonograph and the Arionola 
that you would find between a violin 
made of metal and a wooden one. 

The substitution of wood for 
metal, however, is not the only dif- 
ference between the common type of 
phonograph and the Arionola. 

The Arionola plays every type 
of disc record 



Most makers of phonographs 
strive for volume first and then for 
purity of tone. They secure an ex- 
aggerated volume through the use of 
their metal conductors and mega- 
phones. Then they endeavor to con- 
ceal the harshness of the sound with 
the aid of various devices. The re- 
sult is tones that are muffled and 
distant. 

We believe that purity of tone is 
most necessary. After a great deal 
of experiment we have constructed 
a wooden sound-chamber that is 
scientifically correct. 

We use the reflex system of sound 
expansion whereby the sound waves 
are thrown from the tone-arm 
against the wooden back and sides 
of the sound chamber and are re- 
flected directly into the room. 

The tones are as clear and distinct 
as those coming from the mouth of 
a singer. 

There is in the Arionola an ad- 
vance in tone quality over the or- 
dinary type. 

Hear the Arionola before buying 
a Phonograph 



Note the balance of the parts: 

1. In the common type 

2. In the Arionola 



1. Most makers 

2. We use 
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Why does such contrast give clearness and force to the mes- 
sage? 

ASSIGNMENT 53 

Bring to class several advertisements similar to the exam- 
ple just studied and discuss them as above. 

ASSIGNMENT 54 

The advertisement just discussed was in the form of a 
folder. Write such a two-page folder advertisement for some 
musical instrument with which you are famiUar. Follow the 
plan of the example pretty closely. 

ASSIGNMENT 55 

Study the advertisement below with reference to the ques- 
tions following it. 

CAMPBELL'S VEGETABLE SOUP 

You cannot obtain better food-value for the and a plentiful proportion of rice, barley and 

money. You cannot obtain a better-balanced "alphabet" macaroni. 

combination of the elements most necessary A soup that is both delicious and strength- 

to nutrition and growth. ening, it comes to you completely prepared. 

We make the strong and nourishing stock cooked and seasoned, ready to serve in three 

from selected beef. And in this we blend minutes. 

fifteen different vegetables and savory herbs You ha^e no matenals to buy, no waste to 

beside delicate spices and hardy cereals. pay for, no cooking-expense. You have the 

We include high grade white potatoes, decided economic benefit of the entire 

choice Jersey "sweets'*. Canadian rut&bagas, Campbell organization and equipment. This 

"Country Gentleman** com, Dutch cabbage. eliminates completely the loss and waste of 

small peas, "baby" lima beans, tender Chan< matenals through retail marketing, and other 

tenay carrots, tomatoes, okra. celery, parsley. needless expenses of soup- making at home— 

a touch of leek, onion and sweet red peppers to say nothing of the labor. 

Thousands of practical and "particular** housewives who are familiar with 
the exceptional quality of this popular Campbell "kind" order it regularly 
from the grocer by the dozen or the case. And this is really the sensible 
and economical way. 

What facts refer to the preparation of the soup? 
What facts are presented through the appeal to service f 
What other appeals are used besides that of service? 
Point out examples of the use of specific terms. What is 
their value? 
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In the last paragraph, what inducement to action is 
there? Many advertisements end with some form of induce- 
ment for immediate action or with directions that make 
ordering easy. Samples are offered, or some advantage in 
prompt action is presented. Often a coupon is to be signed 
and returned, or directions are given as to where or how the 
goods may be bought. 

ASSIGNMENT 56 

Bring to class several advertisements similar to the last 
illustration and study them as you did the other two examples. 

ASSIGNMENT 57 

Write an 'advertisement for some article of food. The 
magazines contain so many advertisements of this kind that 
you will have examples to follow. Be as original as possible. 

Study of the Customer 

77. Study of the customer. After the advertiser has 
studied the article until he knows all there is to be known 
about it, he must study the customer. This is much more 
difficult, and it is much more important. Knowing the cus- 
tomer means knowing human nature. When some one has 
done a particular thing, you have doubtless said, '^ It is only 
natiu-al to do that. I should have done the same thing if I 
had been in his place.'' 

This is what the advertiser tries to do. He asks himself, 
'' What would be the natural thing for me to do if I were in 
the customer's place? " It is natural for us to protect our- 
selves. It is natural for the mother to care for her children. 
It is natural for us to be curious about things. We say that 
this is human nature, that these acts are performed instinc- 
tively. We are prompted to do many things through the im- 
pulse of oiu* instincts, and the advertiser studies them in order 
that he may know how to influence our actions. He arouses 
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your fear of burglars, and then he sells you a patent lock for 
your front door. He appeals to the mother's love for her chil- 
dren, while he offers her innumerable things for their comfort 
and welfare. 

Besides these natural impulses to act in certain ways, all of 
us have many habits of thought and action. We do things 
from definite motives. All these, too, the advertiser studies 
in order that he may know how to make us want the innumer- 
able things that are offered for sale. 

This principle of creating the desire for an article by finding 
the natural way in which to appeal to the customer is often 
called the Point of Contact. 

The discussion above deals with those characteristics in 
which all of us are much alike. There are many other char- 
acteristics in which we differ very much. Men are different 
from women; children, from grown people; the educated, 
from the uneducated; those living in the country, from those 
living in the city. These differences the advertiser must know 
so that he can make his appeal effective to the class to 
which he offers his goods. Again, if his appeal is to reach the 
right persons, he must know what things used in a family are 
generally purchased by the woman, and what by the man. 

ASSIGNMENT 58 

No attempt has been made in the following list to illustrate 
all the forms of appeal in advertising, but enough are given to 
show you how varied they are. 

Bring to class a large collection of advertisements and 
study and classify them under the following appeals. Deter- 
mine other appeals not indicated in this list : 

Bargain. Especially good values — particularly low price. 
Economical. Cost is less — lasts as long or longer — get the most for 

your money. 
Durability. Lasts longer than others. 
Scientific. Made by experts by the most scientific methods. 
Experience in making. Result of many years of experimenting. 
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Reputation. Long established — well recognized — name, label, or trade- 
mark guarantees quality. 
Popularity. Everybody uses it. 
Modern. Up to date in every way. 
Necessary. Cannot do without it. 

Direct from the manufacturer. Save the profit of the middleman. 
Social standing. Selected by people of taste and culture. 
Get the genuine. Avoid substitutes. 
Excel in life. Don't always be a subordinate. 
Recommendation. What the famous So and So says. 

In the examples selected point out good illustrations of de- 
scription, exposition, and argument. Do you find any use of 
narration? Do you find instances of the use of description 
and exposition that serve as arguments? 

Point out illustrations of clearness, definiteness, and con- 
ciseness. 

The following advertisements illustrate a few of the ways 
in which the study of the customer has resulted in a very 
definite appeal through some natural thought, feeling, or 
motive. The illustrations in the original advertisement have 
been omitted, and only such part of the message given as 
relates to the principle under discussion. Study each one and 
answer the questions following it. 

ASSIGNMENT 59 

KEEPING IN TOUCH IN ABSENCE 

When the up-to-date man wants Your friends and your loved ones 

to take a day off, a week-end trip, are only as far away as the nearest 

or even a month's vacation, he does telephone, 

n't sigh " to get away from a tele- You like to think of them enjoy- 

phone." ing themselves at the seashore, in 

Like the late E. H. Harriman, he the country or in the mountains, 
makes the telephone a servant, not even though the claims of business 
a master; uses it when he deems it hold you in town, 
desirable to keep in touch with busi- Absence need not mean total sep- 
ness affairs; and refuses to let it in- aration, however. There's a won- 
trude upon his leisure, without war- derful comfort and pleasure in chat- 
rant, ting with them daily by telephone. 

One talk daily to the office or f ac- And the sound of your voice will be 

tory, and — for a limited period, at hailed with joy. 
least, — the rest of the day belongs 
to the man who has the right kind of 
an organization. 
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The above advertisements by the same telephoiie company 
show how carefully the problem of selling telephone service 
is studied. The writer had well in mind one motto of the 
advertiser — '^ Don't try to hit everybody/' He addressed 
the advertisement to a definite class. Moreover, he studied 
specific circumstances in which members of this class are often 
placed, and narrowed his appeal to fit those circumstances. 

What are those circumstances? 

How does the first create in the mind of the reader the 
thought that the use of the telephone meets his need? 

How does the second arouse in his mind the feeling that the 
use of the telephone is a means of pleasure f 

These two questions with their answers explain to you the 
meaning of the statement that the mission of advertising is 
to create states of mind. In each case the reader is made to 
think or to feel as the writer desired. 

An advertisement without a headline is like a street with- 
out a sign or a story without a title. The headUne is one of 
the chief means of catching the attention. It may strike the 
keynote of the advertisement, or present the main appeal, or 
establish the point of contact. Sometimes it is only the fa- 
miliar name of the article. Often a firm adopts a slogan, 
which becomes identified with its product. 

ASSIGNMENT 60 

Study the headUnes of the advertisements in the preceding 
and following pages. What purpose does each serve? 

Study the headlines of the advertisements that you have 
collected. 

What attention catching power does each have? 

How is the headline related to the point of contact? 

To what natural instinct, thought, or emotion does it 
appeal? 

Select six that you think are the most effective. What is 
the reason for the selection in each case? 
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ASSIGNMENT 61 

Bring to class advertisements illustrating the narrowing of 
the appeal to particular classes. 

ASSIGNMENT 62 

Write an advertisement regarding the telephone, narrow- 
ing the appeal to a particular class, as housewives, small 
storekeepers, etc. 

ASSIGNMENT 63 

YOU WRITE THE LETTER 
BUT THE CARBON PAPER MAKES THE COPY 

Your own ability, your infinite care, and your skill are re- 
sponsible for the original letters your employer signs. 

But the perfection of the carbon copies depends entirely 
upon the carbon paper. 

Not only must the carbon paper be capable of producing a 
clear, legible copy, but it must be exactly suited to your own 
individual needs if it is to reproduce the perfection of your 
original letters. 

MultiKopy Carbon Paper is made to enable you to give your 
employer this kind of service — service which inevitably results 
in advancement for you. 

Let us send you some samples 
of IvlultiKopy 

We shall be glad to send you sample sheets of MultiKopy 
Carbon Paper so that you can see for yourself how you can 
improve the quality of your work through its use. 

F. S. Webster Company, 335 Congress St., Boston. 

This advertisement is an example of a very skillful method 
of appeal. It is not addressed to the manager of the office, but 
to the girls that do the typewriting. 

What is the appeal? How does it show study of the char- 
acteristics of human nature? 

Is this appeal to the office help more effective than an 
appeal to the manager of the office? Why? 

What is your opinion of the headUne? 

What is the inducement to action? 
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ASSIGNMENT 64 

Bring to class an advertisement with an appeal like that in 
the example above. 

ASSIGNMENT 65 

Write an advertisement for a typewriter, directing your 
appeal to the office girl. • 

ASSIGNMENT 66 
STAR HAM IS HOLIDAY HAM 

The good cheer of the Yule-tide season demands 
a Star Ham to make it complete. Juicy, savory, 
tender and sweet — clove-studded and baked to a 
turn! Extra fine flavor is insured by the Armour 
Star cure and is retained and intensified by the 
Stockinet Covering. Ask for 



ARMOUR'S 

The Ham 

What am" 



STAR"^^^*^ 



A great deal of advertising centers about different seasons 
of the year or about special occasions. The merchant studies 
the customer in order to sele<jt the most favorable opportun- 
ities for inducing him to buy. 

How does the advertisement illustrate this principle? 

To what desire does it appeal? 

ASSIGNMENT 67 

Bring to class advertisements illustrating appeals made for 
special occasions, or at certain times of the year. 

ASSIGNMENT 68 

Write an advertisement for birthday or wedding gifts or 
for some article that can be sold more easily at one time than 
at another. 

Take special care with the headline in order that it may 
present the main appeal. 



102 PRACTICAL BUSINESS 

ASSIGNMENT 69 

Correctly appointed tables are set 
to-day with 1847 Rogers Bros. Silver- 
ware just as were the tables in the best 
families of three generations ago. With 
quality as the first consideration, the choice 
when purchasing should be this silver- 
plate with a seventy year reputation. 

t Send for Catalog "L-28" 

The desire to appear well and to live up to accepted stand- 
ards are traits of human nature of which the advertiser takes 
full advantage. It is a very effective point of contact. 

How is this illustrated in the advertisement above? 

What secondary appeal is used? 

ASSIGNMENT 70 

Write an advertisement for cut glass, using appeals similar 
to those in the example. Make your advertisement longer 
and more detailed. 

ASSIGNMENT 71 

NEW WALLPAPER REJUVENATES HOUSE AND 
HOUSEHOLD 

The " different " environment of the summer resort refreshes 
you. New scenes awaken new interest in Ufe. That is just one 
big reason for new Wallpaper. And now is the time to clothe 
your house. 

Wallpaper makes the greatest difference in the appearance 
of your home at the smallest cost. It offers an almost limitless 
variety of patterns and arrangements. 

Imagine this room or that freshened-up with new and attrac- 
tive Wallpaper. Would n't the time spent indoors be more 
pleasant? 

Listen: Winter is coming. Friends will call. You will enter- 
tain. Most of your pleasures will be within the four walls of 
your home. Be sure those walls radiate their full share of 
cheer. Wallpaper is not costly. Yet it conceals the ever-pres- 
ent defects in plaster and gives emphasis to the woodwork, 
furniture, and fixtures. 

There is no one element that has a place in the interior of 
your house which you can afford to change so often as Wall- 
paper. And there is no one element which makes such a com- 
plete new setting for your furniture. 
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Visit your decorator or wallpaper dealer. Or have him visit 
you. He will show you styles and designs that will transform 
your home. He will give you the benefit of his experience in 
suggesting new and novel treatments. He will quote you actual 
costs without obligation. See him. 

ALLIED WALLPAPER INDUSTRY 
Central Office: 169 Madison Avenue, New York 

This advertisement is a good example of creating a state of 
mind in which the article is desired. If the advertiser should 
let us alone, our wants would be few and simple, but his 
purpose is to make us want things. 

How does this advertisement create the desire of posses- 
sion ? 

To what natural feeling does it appeal? 

Review section 5 on page 8 regarding persuasion. Why 
is this advertisement largely in the form of persuasion? 

ASSIGNMENT 72 

Bring to class advertisements in which the writer made 
special effort to create states of mind. 

ASSIGNMENT 73 

Write an advertisement for rugs, draperies, or bedroom 
set. Take pains to create a state of mind in which the article 
is desired. Make the reader dissatisfied with the old things. 

78. ** Reason why" advertising. Advertisements mak- 
ing use of the various appeals just studied follow the quickest 
and most direct way of calling forth a response. On the other 
hand, we are interested in facts that appeal to our reason. 
We like to have our judgment challenged. We heed the lesson 
of experience whether it is our own or another's. These 
methods of appeal are not likely to influence us so quickly as 
the others, but they have an important place in advertising. 
Many articles are of such nature that this fcrm of appeal is 
the only one to be used. Advertisements in which knowledge 
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of the article is the chief factor are largely of this character. 
Such an advertisement is called a reason-why advertisement. 

ASSIGNMENT 74 

No one has been able to improve upon the good, old- 
fashioned quilts and comforters of our childhood days — 
made of pure, snow-white cotton. 

This year the housewife wants to know of just what 
her bed coverings are made. Conditions in the ma- 
terial markets make qualities uncertain and careful 
buying advisable. Make quilts and comforters of 
cotton, with your own hands — then you will know they 
are sweet, clean and sanitary. 

In Crown Jewel Batting you get the purest, choicest 
quality of long fibre cotton — light, soft and sanitary. 
No chemical bleaches are used. It is not necessary 
to stitch or sew layers together — the long fibre sheets 
will not part, bunch or knot. 

Your Dry Goods or Department Store has 
Crown Jewel Batting or can get it for you. 

60-cent set of Quilting Patterns for 10 Cents 

Send us one trade mark cut from the wrapper of 

Crown Jewel Batting, and 10 cents in stamps, 

and we wfll send you a set of ten Crown Jewel 

Quilting Patterns 

Rock River Cotton Co., Dept. 10, Janesville, Wis. 

Explain why this is a reason-why advertisement. 
To what extent are the advertisements under Study of the 
Article of this type? 

ASSIGNMENT 75 

Bring to class examples of reason-why advertisements and 
explain why they are such. 

ASSIGNMENT 76 

Write a reason-why advertisement for old-fashioned china 
sets, old-fashioned fireplace sets, etc. 

ASSIGNMENT 77 

Reduce five of the advertisements that you have written to 
the size of street-car advertisements. 
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ASSIGNMENT 78 

Although your study of advertising in this book is prima- 
rily concerned with the written message, you should round out 
yoiu* knowledge with a study of the part illustration plays in 
the complete advertisement. This can be done best by a 
study of the advertisements that you have collected. 

After you have your advertisements before you, ask your- 
self what interest value each picture has. 

Select those that give some reason or argument for the pur- 
chase of the article. 

Find those that give at a glance a description of the goods. 
Why are these more valuable than written descriptions? 

Select those that tell how the article or device works. 

Do you find illustrations that seem to have nothing to do 
with the advertisement? Is their value as merely attracting 
attention worth while? Do they not really detract from the 
force of the advertisement? Do yoxi find some that are merely 
comical and grotesque? Have they much value? 

Find illustrations of the use of good-looking women and 
children for the sake of attracting attention. Do they ever 
seem out of place? 

Point out those in which striking action is introduced. 

In what way does the illustration often carry the eye to the 
article? 

Do you find pictiu'es that show too much? Point out those 
in which striking details are effective in contrast with those 
that have too many details. 

ORAL SALESMANSHIP 

79. Oral salesmanship. In preparation for oral salesman- 
ship you should review the first chapter in this book. Keep 
in mind the following questions. 

What is the difference between description for the sake of 
its picturing power and description as adapted to the aims 
of business? Why is careful description essential in business? 
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How does a story told by a salesman to a customer differ 
from a story in your selections from literature? 

What are the three aims in business explanation? Which 
aim is more important in the work you are preparing to do 
now? What special value does good explanation have in 
selling? 

What are the characteristics of argument in business? 
What is the difference between proof and persuasion? What 
is the importance of each in selling? 

The above review, with your recent study of advertising, 
gives you a good basis for your work in salesmanship. In 
selling, as in advertising, the two most vital principles are 
arousing interest and creating desire of possession. The use 
of narration, description, and exposition is also the same. 
The salesman, like the advertiser, must convince by proof 
and induce action by appeals in the fo:m of persuasion. 

There is, however, some difference in the appUcation of 
these principles in selling. In the first place, a sales talk is 
not confined within such narrow limits as an advertisement 
is. It offers more opportunities for longer description and 
explanation and for a greater variety of appeals. In the 
second place, an advertisement is addressed to a group of 
people. Besides, it is addressed to a group of people that the 
writer never sees. In seUing you personally meet a single 
customer, and thus you are able to adapt your argument to 
suit your- judgment of his particular character, mood, or 
need. 

Following are two sales talks given by high school pupils. 
They are not perfect in all respects, but they will show you 
something of the application of the principles of salesman- 
ship. 

I 

Salesman — "Good morning, Mr. Hayden." 
Customer — "Good morning." 

S. — "As I went by your garage a few days ago, I saw 
that your chauffeur was having a great deal of trouble in put- 
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ting on a tire. I have a tire here that will save you half of 
your trouble in changing, because it will wear twice as long as 

the tire you are using now. The non-skid tire holds the 

world's record for mileage." 

C. — " My chauttear may as well be changing tires in his 
spare time as sitting down doing nothing. That doesn't 
worry me any." 

S. — " But your tires are just as Ukely to give out when you 
have an important engagement or when you are on a pleasure 
trip. Breaks and punctures don't always happen, you know, 
just to suit the leisure of your chauffeur." 

C. — *' You're the fifth salesman who has been in here dur- 
ing the last three weeks, trying to sell me tires. I'm busy this 
morning, and besides I'm pretty well satisfied with the tires 
I'm using now." 

S. — "An examination of this section of the tire will 

convince you that it is the best tire made. As you see, it is 
made of the best black rubber, extra heavy. Our sales are 
so large that new, live rubber goes into every tire. Not an 
ounce of old or left-over stock is used. Notice that the side- . 
stays are extra thick so that running into a curbstone does not 
injure the tire. You know that in nine cases out of ten this is 
where a puncture occurs. There are two kinds of tires, pro- 
ductive tires and production tires." 

C. — "What do you mean by productive tires and produc- 
tion tires.?*" 

S. — "A production tire is one that is manufactured by 
hundreds of concerns. It is made and sent out without careful 
inspection, and guaranteed usually for only 3,500 miles." 

C. — "I suppose yours is what you call a productive tire." 

S. — " Yes, it is productive of results. It is guaranteed for 
7,500 miles. You see, therefore, that our company could not 
afford to take the risk of sending out poor tires. The workmen 
in our factory are instructed to discard every piece of material 
in which there is a sign of a flaw. Every tire is carefully in- 
spected before it is put out." 

G. — "All the others told me the same story about perfec- 
tion." 

S. — "You take considerable interest in racing, don't you?" 

G. — "Oh, yes. Once in a while I take a run down to ." 

S. — " Didn't you ever notice that all the racing cars are 
equipped with our tires? Doesn't that prove that our tires are 
of the best quality? No poor tires would stand the burning 

they get on that track. The tire you are using now costs $ 

and is guaranteed for only 3,500 miles. This tire costs only 
one third more and is guaranteed for 7,500 miles. It is much 

cheaper in the end to use the tire. The up-keep of a car 

is so expensive to-day that it is worth while to economize 
wherever you can. When you start out on a trip with your 
car equipped with these tires, you will have a feeling of confi- 
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dence that you will not be troubled as you have been with 
your other tires." 

C. — "The tires I have now are in fair condition, and I 
can't afford to throw them away." 

S. — " We will take your old tires in (exchange and allow you 
one half of their origihal cost." 

C. — " What is the price of these? " 

S. — "The non-skid tire is $ ; the plain tread, S . 

You will need the non-skid for the rear wheels only. The plain 
tread will do for the front wheels, and that will save you t ." 

C. — "What are your terms.^" 

S. — "2 per cent 10 days; net thirty." 

C. — "Well, come in next week and perhaps I'll take a set. 
I haven't time to think about it to-day." 

S. — "These tires will probably cost you more next week. 
Yesterday we received notice from the factory that the price 
would be advanced 10 to 15 per cent within a few days. It 
is to your advantage to give your order to-day." 

C. — "All right; put me down for a set. When will you de- 
liver them?" 

S. — "They will be at your garage to-morrow." 

C— "Will you put them on?" 

S. — " Yes, we will send a man to take off your old tires and 
put on the new ones without any charge. Thank you, Mr. 
Hayden, for your order. I am sure that these tires will give 
you satisfaction. If the company can be of any service to you 
in the future, do not hesitate to call us up. Good morning." 

8o. Knowledge of the customer. In studying this talk, 
consider first what the salesman did before he called upon 
Mr. Hayden. This is, of course, imaginary on the part of the 
pupil that gave the talk, but it illustrates what a good sales- 
man does. As he walked along the street, he saw the chauf- 
feur putting on a tire, and he went in and talked with him. 
He saw that there was an opportunity to do business. He 
found out the owner's name and that he was interested in 
automobile racing. The knowledge of this fact probably 
enabled him to make the sale where the other four salesmen 
had failed. 

The good salesman learns all he can about his prospective 
customer, his business methods, his interests outside his 
business — everything, in fact, that will help him in getting 
attention and interest. 
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A young salesman had been calling regularly for two years 
on a dealer in house finish, but he had never been able to get 
an order from hun. By chance he learned that this dealer's 
hobby was horse racing and that he owned a very fast horse. 
The salesman got from a library some books on horses and 
horse racing. In relating this incident the salesman said, 
" Believe me, I knew something about thoroughbreds and 
racing when I called on that dealer the next time." The in- 
terview began as follows: 

S. — "Good morning, Mr. White." 

C. — "Good morning; you here again.^ Haven't I told you 
times enough that I won't buy anything from you.'* " 

S. — "That doesn't worry me. I'm simply doing the ter- 
ritory at the company's expense. By the way, Mr. White, 
that's a fine looking horse outside. I suppose you are the 
owner?" 

C. — "You bet I am, and say, she's a beaut too. Come out 
and see her." 

The rest of the story is too long to tell here, but the sales- 
man was given a ride and came away with an order. 

Not all sales are made in this way, but some cannot be 
made in any other. 

8i. Getting attention. The first sentence naturally at- 
tracts the customer's attention, because it is related to his 
affairs. Attention may also be gained by reference to some 
benefit to be derived, either in money value, service, or con- 
venience. In some such way as this the customer's thought 
is taken away from what he is doing at the moment of your 
approach, and his mind is free to receive your proposition. 

82. Creating interest and desire. The interest of the 
customer will depend chiefly upon the clearness of your de- 
scription and explanation and upon your ability to answer 
his objections. Notice how effectively the salesman met the 
first objection regarding the chauffeur's time to put on tires. 
When the salesman began his description, he forced the cus- 
tomer's attention by placing in his hands a small section of 
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his tire, and he constantly pointed to its various parts as he 
talked. He used you see and notice to keep the customer's 
mind on the point under discussion. 

Desire is created by a repetition and expansion of the idea 
of advantage, benefit, or gain. It is aroused by the various 
forms of appeal discussed in advertising. Turn to page 96 
and review these. How is desire of possession aroused in this 
talk? 

83. Knowledge of the goods. For the salesman knowledge 
of his goods is of even more importance than it is for the 
advertiser. The salesman must be able to answer any ques- 
tion that the customer may ask. If the customer knows 
more about the goods than the salesman does, however slight 
or unimportant the matter may be, the latter is at a great 
disadvantage. The salesman should know not only his own 
goods but also those of his competitors in order that he may 
compare or contrast to his advantage. 

In your school practice you cannot, of course, acquire a 
very complete knowledge of the article that you are trying 
to sell, but you should make as careful a study as possible in 
order that this principle may be fixed in your mind. How 
did the salesman show his knowledge in this talk? In what 
way might he have shown more knowledge? How would this 
have helped him in making the sale? 

84. Proof. What facts did the salesman present to convince 
the customer of the superiority of his tire? Do you think 
that his arguments are forceful? Why? 

85. Persuasion. Review the explanation of persuasion on 
page 9. Why, are the last sentences of the paragraph be- 
ginning " Didn't you ever notice that all the racing cars " 
in the form of persuasion? How are the thoughts suited to 
the customer? 

86. Inducement. What inducement is ofifered regarding 
the exchange of tires? What price conditions are presented to 
influence action at once? 
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87. Closing the sale. At just what moment the salesman 
should take out his order blank and attempt to close the sale 
he himself must decide. If he attempts too early, he can try 
again later. This plan is better than to talk the customer out 
of the order after he has once made up his mind to give it. 
In this talk the salesman showed good judgment. If he had 
talked longer, he might have lost the order. 

88. Closing the interview. The interview should not be 
closed abruptly with the securing of the order. As in the talk 
above, there should be a courteous leave-taking with an 
expression of confidence in the customer's satisfaction and 
with the assurance of service in the future. 

You will notice that the salesman did not introduce him- 
self like this: " I am Mr. Brown, representing the Blank 
Company, and I have come here to show you our tires.'' 

He never used the words, buy and sell. 

He never used any expressions that suggested the answer 
No. 

He kept the " you " attitude. 

He did not use such mannerisms of speech as well, why, ah, 
and now. 

II 

S. — "Good morning, Mr. Cleary." 

C. — "Good morning." 

S. — "I presume you saw the advertisement in your local 
paper last week regarding Neolin soles. We are using these 
soles on a fine line of our shoes, and we are advertising them 
extensively in the smaller towns through this section. We 
are placing our shoes with one dealer in each of the towns. As 
you are the largest shoe dealer in this town, we should like to 
give you the advantage of having our shoes in your stock." 

C. — "I haven't much faith in these substitutes. They're 
usually something cheap." 

S. — "That's the natural way of looking at substitutes, but 
the Neolin sole has already proved its worth." 

C. — "I'm too busy this morning to look at them. I've 
some new stock to put in the window." 

S. — "I've nothing to do until the noon train to . Let 

me help you arrange your window. That was always my job 
when I worked in a shoe store before I went on the road. Let 
me jump in there, and you hand me what you want displayed. 
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"Fine line of shoes you have here, Mr. Cleary. The only 
trouble with them is that they haven't NeoUn soles. (As the 
work goes on, he makes pleasant comments on the shoe busi* 
ness and on Mr. Cleary's store, etc.) 

"How's that suit you now it's done? Just step outside 
and see how it looks from the street." 

C. — "First rate; it's the best window in town." 

S. — " If you will give me five minutes at your desk, I can 
interest you in Neolin soles, because they will help your busi- 
ness. Here are the soles, and here are the shoes with the soles 
attached as they come from our factory. Examine these 
soles. They are very firm, yet pliable and more durable than 
leather. They are guaranteed not to crack. Leather when wet 
becomes soft and spongy. This material is water proof. This 
is an attractive feature to the wearer as no dampness comes 
through to the sole of the foot. The Neolin sole is better than 
rubber, as it does not stretch, and it is aJso much hghter in 
weight. 

"Our line of shoes is, as you know, a standard line, and we 
could not afford to cheapen it by using a poor sole. Bend the 
sole of that shoe and see how flexible it is. The wearer has no 
disagreeable days in breaking-in this shoe as he does one with 
a stiff leather sole. It is as easy and comfortable the first time 
he puts it on as an old shoe." 

C. — " As I said before, I don't believe in experimenting with 
substitutes that may turn out to be a losing proposition." 

S. — "The Neolin sole has passed the experiment stage. It 
has already established itself with many dealers. Smith and 
Jones in the next town took a trial order six months ago, and 
yesterday they gave me an order for $500 worth of these shoes. 

1 am a firm believer in Neolin soles. I have worn them on my 
shoes for three months, and I expect them to last three more." 

C. — "How do the prices run on these.^" 

S. — "We give you this shoe for $1.90, which you sell for 
$2.50; this is $2.80 and sells for $3.50; this is $4.00 and sells 
for $5,00; this one is $5.00 and sells for $7.50. We also allow 

2 per cent for cash." 

C. — "I suppose that I should have to go to the trouble of 
advertising these if I should take them." 

S. — " No, sir, we will do the advertising for you. We have 
a leaflet that you wrap with each pair of shoes that you sell, and 
we will furnish you with some very attractive window cards. 
This is all done free of cost to you. From the prices that I 
have quoted you see that you can realize an excellent profit; 
more, in fact, than you are realizing on some of the stock you 
are now carrying. Besides, you would like to have something 
distinctive in your store, something that your competitors do 
not have. Some one in town vnW be likely to take this offer. 
Your order given to-day will be filled and shipped to you 
within a week." 
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C. — " Any guarantee? " 

S. — "We guarantee to refund the price of every pair of 
shoes proving unsatisfactory. We also allow a discount of 2 
per cent for cash." 

C. — " Well, I guess I '11 try a small order." 

S. — "I have here, all made out, what we call our intro- 
duction order. It totals $350. Please look it over and sign 
here. I think it will meet your needs very well. 

"Thank you, Mr. Cleary ; I am sure that you will be pleased 
with these shoes, and I shall call again in about a month to get 
a much larger order. Good morning." 

89. Preparing the talks. In preparing talks like the above, 
you may use advertisements to help you get the talking points. 
Whether you do this or take some article with which you are 
famiUar, you should draw up a careful outUne under the fol- 
lowing main topics; attention, interest, description and ex- 
planation, proof, persuasion, inducement. The talks will not, 
of course, progress exactly in the order of the topics, for 
questions and objections on the part of the buyer will break 
up any definite order except in the case of the first two. The 
salesman usually gets through these before anything happens 
to interrupt him. 

It is a good plan for two pupils to work together, one as 
salesman and the other as buyer. Perhaps your teacher will 
consent to act as buyer on some occasions. If you cannot 
have the article or samples with you, the cuts in the adver- 
tisement will serve your purpose very well. 

One or two talks each day throughout the school year will 
give you considerable skill in salesmanship as well as valuable 
practice in oral composition. 

Class criticism of the talks should be carried out systemati- 
cally. The class should be divided into sections, the members 
of each section confining themselves to one main topic of the 
outUne. Everybody should criticise the English used by those 
giving the demonstration. 

Review carefully the suggestions regarding oral composi- 
tion on pages 25-27. 
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LETTERS ORDERING GOODS 

go. Letters ordering goods. You should make the letter 
ordering goods clear and complete. Each article should be 
clearly described, the shipping directions made plain, and the 
method of payment indicated. 

Following is a letter such as the proprietor of a drug store 
might send to a wholesale drug company. Study it by answer- 
ing the questions below. 

46 Main Street, 
Lowell, Vermont, 

June 27, 19—. 
No. 142 

The Universal Drug Co., 
263 Boylston Street, 
Boston, Mass. 
Gentlemen: 

Please send me by the American Express Company 
the following articles: 

12 doz. Bottles Codliver Oil @ .70 $100.80 

3 " " Carbona @ .21 7.56 

5 " '' Horlick's 

Malted Milk @ .20 120. . 

10 doz. 2-grain Quinine Pills @ .05 6. 

$234.36 
A prompt filling of this order will be greatly appreciated. 

Yours truly, 

Why should the address.be carefully written in the head- 
ing? 

What is the advantage of writing each item in a separate 
line or paragraph? 

Why are prices and amounts filled in carefully? 

Why is '' send by the American Express '' important? 

In what other ways could payment be indicated? 

To what does '' No. 142 '' refer? Under what circumstances 
would it be of advantage? 

Where are capital letters used in the body of the order? 

Where is the dollar sign placed? 

Are periods necessary after the amounts? 
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Is punctuation necessary after the items? 
The following is an order from an advertisement in a news- 
paper: 

83 Dawson Avenue, 

Arlington, Mass., 
July 9, 19—. 
Messrs. Brown & Hawley, 
281 Washington St., 
Boston, Mass. 
Gentlemen: 

As advertised in the "Herald," July 6, please send me 
by Parcel Post the following articles: 

1 Bureau Scarf, linen center, wide in- 
sertion and lace edge, 18X24 $ .38 

2 Tea Aprons, round, pocket and wide 

tie string @ .49 .98 

1 Pair Calf Button Boots, size 4A, mili- 
tary heels 2. 

$3^ 
Please charge to my account. 

Yours truly, 

Msril order firms furnish special order blanks, which should 
be used in preference to writing orders on letter paper. An 
example of such a form is given below. 

ORDER FORM 

Date 19—. 

RICE AND DICKSON CO. 

15 Faneuil Hall Square 

Boston, Mass. 

Please forward the following order: 

via 

State if by Mail, Express, or Freight 

to 

Name 

Number and Street 

City 

County 

State 
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Charge to 

MailbiUto 

If remittance is inclosed state amount here 



Stock No. 


Quantity 




Price 


Dols. Cts. 

















Following is an order in which the prices need not be 
carried out: 

Gentlemen: 

Please ship me by Merrick's Express the follow- 
ing order: 

50 cases Quaker Oats 
1 bbl. Granulated Sugar 
100 lb. Chase & Sanborn's Seal Brand Coffee 
The above order is to be billed to me in accordance 
with the prices on the list sent to me to-day. 
Please charge to my account. 

Yours truly, 

ASSIGNMENT 79 

Order from Daniel Low & Co., Salem, Mass., 1 Manicure 
Set, $2; 1 Morocco Jewel Case, $ .60; 1 Letter Case, $1.25; 
1 Pocketbook, $1.25; 1 Pair Gold Filled Cuff Links, $1.50. 

Give a date to the catalogue from which you order. Assign 
a number to each item and state the page on which the item 
appears. Inclose money order in payment. 

When a check, money order, or other written matter is in- 
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closed in a letter, the fact is commonly indicated by writing 
Inc, below the letter at the left-hand side: 1 Inc. 2 Inc., etc. 

ASSIGNMENT 80 

Write an order for several articles in the following advertise- 
ment: 

WOMEN'S SHOES 

Women's Havana Brown Kid High Lace Boots, with leather 
Louis heels, all sizes and widths; $7.00 value 4.95 

Women's Dark Brown Calf Boots, heavy walking soles, low 
heels; S8.00 value 5.95 

Women's High Brown Calf Lace Boots, military heels; $8.50 
value. Sale price 6.75 

Women's 80c Rubber 69c 

Women's and Men's 60c Bathroom Slippers 25c 

CHILDREN'S SHOES 

Children's Gun Metal Lace Boots, sizes 8i to 11; $3.00 
value. Sale price 1.75 

Misses' Gun Metal Lace Boots, sizes 11 to 2; $3.50 value. 
Sale price 1.95 

Children's and Misses' Tan Lace Boots, high cut, sizes 
8J to 2, $4.00, for 2.95 

Boys' Gun Metal Lace Boots, sizes 1 to 5i; $4.60 value. . .3.25 

Boys' 90c Rubbers 69c 

8700 PRS. GLOVES IN THIS SALE 

Women's Imported Lambskin Gloves, P. K. and over-seam 

, sewn black with white, and white with black embroid- 
ery; $2.00 value 1.65 

Women's Washable Capeskin Gloves, in tan and gray, 
$1.75 value. Sale price 1.19 

Women's Washable Chamoisette Gloves, two clasps, white 
only; $1.15 value 85c 

ASSIGNMENT 81 

Write an order from the following to be sent to your 
summer camp : 

Finest Fresh Roasted Coffee at 10c Lb. Saving. Direct Im- 
porting and Cash Selling Enable Us to Do This. 25,000 
Lbs. This Sale. ' 
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30c. Value Elsewhere Coffee, "Golden Rose," Pleasing Blend, 
Oiu- Price 20c. lb., 5 lbs. 95c. 

40c. Value Elsewhere Coffee, "John Alden," Coffee Perfec- 
tion, Our Price, 29c. lb. 5 lbs. 1.40. 

60c. Value Teas, Formosa Oolong, English Breakfast or 
Mixed, lb. 43c., Orange Pekoe Ceylon, lb. 49c., cut to 
Per lb. 43c. 

Butter, Finest Quality Creamery Butter, 51c lb. 

Eggs, "Pine Grove" Fancy Selected, Warranted, Low Price 
of 50c. Dz. 

Flour, Gold Medal or.Golden Rose, i Bag, 1.65. 

Karo Syrup, Regular or Vanilla Flavor (2-Can Limit), Can 14c. 

Milk, Van Camp's Peerless or Lion Evap. (2-Can Limit) 
Can 14c. 

Babbitt's Cleanser, 5 Pkgs. 19c. 

Swift's Pride Soap, 6 Bars, 29c. 

Quaker Oats, Family Size, Pkg. 24c. 

Malt Breakfast Food, Pkg. 22c. 

Macaroni or Spaghetti, Finest Quality, Pkg. 9c. 

Crisco, 1-lb Can, 30c. 

Jell-0 or Tryphosa, All Flavors Pkg. 9c. 

Burnett's Extracts, All Flavors, 26c. 

Minute Tapioca, Pkg. lie. 

Corn Meal or Rolled Oats (Quaker Co.) 5 lbs. 33c. 

Prunes, Rich, Meaty Santa Clara, 90-100 lb. 12c. 5lbs. 58c. 

Raisins, Fancy Seeded, lb. 12J. 

Rice, Whole Head Fancy Carolina, Unpolished, lb. 12c. 

Pea Beans, Hand Picked, New Crop, lb. 16ic. 

Corn Starch, "Argo" 1-lb. Pkg. 8c. 

Salt, Fine Table, 4-lb. Bag, 8c. 

Parlor Matches, Birdseye or Raven Tip, 6 Boxes, 33c. 

Cocoa, "Golden Rose," Purest Digestible, i lb. 16c., lb. 32c. 

Bacon, Sugar Cured Machine Sliced, lb. 47c. 

Cheese, Vermont or York State Cream. Reg. Price 33c. lb. 32c. 

LETTERS ACKNOWLEDGING ORDERS 

Qi. Letters acknowledging orders. An order should be 
acknowledged as soon as it is received. This acknowledgment 
assures the customer that his order has been received and in- 
forms him of the shipping date. The letter may also contain 
a paragraph definitely soUciting further trade by announcing 
a future sale or by inclosing advertising matter in the form 
of a leaflet. 

The following examples give you the general form of these 
letters: 
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Dear Sir: 

Thank you for your order No. 142. The goods are 
being packed and will be sent this afternoon. 

We hope they will reach you in good condition, and 
we are sure they will give you satisfaction as they are 
taken from our new stock. 

Yours truly. 

Dear Madam: 

We have received your order of July 9 for goods 
as advertised in the "Herald" . Please accept our 
thanks for it. 

We are sending the bureau scarf and the tea aprons 
to-day. We are sorry that the shoes were sold out be- 
fore your order reached us. We have sent for another 
pair such as you ordered, and will forward them to you 
Wednesday . 

We hope this delay will not cause you any inconven- 
ience, and we shall be pleased to give your future or- 
ders our prompt attention. 

We are inclosing a leaflet of a special sale of table 

cloths and napkins for next Monday. The patterns are 

neat, and the linen is of excellent quality. We hope 

that you will be able to come in and take advantage of 

this special offer. 

Yours truly. 

Dear Sir: 

We acknowledge with thanks your order of March 7 
and have registered it under the following invoice num- 
ber; 17832. If you should have occasion to write re- 
garding this order, please refer to it by this number. 

Your order will receive prompt attention and will be 
shipped within a few days. Should any portion of it be 
out of stock, we will send it to you at the earliest 
possible date. 

We feel sure that you will be satisfied with our gar- 
den seeds, as they are all from selected stock and are 
guaranteed to be true to catalogue number. 

Yours truly. 
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ASSIGNMENT 82 

Write acknowledgments to the letters that you wrote in 
the assignments ordering goods. 

LETTERS ASKING FOR INFORMATION 
92. Letters asking for information. Clearness and definite- 
ness are the chief essentials of a letter asking information. 
You cannot expect an intelligent answer to a vague, indefi- 
nite question. The letter should also be brief. It should con- 
tain only what is necessary to gain the desired information. 
State your inquiry first. If explanations are necessary, they 
should follow, not precede, the inquiry. If there are several 
questions in the general inquiry, each may form a separate 
paragraph. Often these questions are so written that a space 
is left for the answer to be inserted. This method requires 
less time in answering. 

In closing your letter express your appreciation of the 
service to be rendered, but do not use the time-worn phrase, 
'' Thanking you in advance." Write the letter of thanks after 
the favor has been granted. 
Inclose a stamped and self-addressed envelope. 

Gentlemen: 

Under the present condition of the wheat market, 
should you advise me to buy flour in large or small 
quantities? 

I use about five barrels a week in my bakery, and 
have on hand twenty barrels. 

I should appreciate any advice that your experience 

in the wholesale flour business may enable you to give 

me. 

Yours truly, 

ASSIGNMENT 83 
Write the following letters of inquiry: 

1. An inquiry to your coal dealer regarding the probable 
price of coal during the summer. 

2. James H. Kimball is going into the grocery and provision 
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business. He inquires of a large retailer whom he knows 
about three wholesale firms that are soliciting his l3usiness. 
Be specific as to quality of goods, promptness in delivery, 
fairness of treatment, etc. 

3. James D. Waters, a builder, Lynn, Mass., wishes to buy 
$700 worth of lumber from The Eastern Lumber Company, 
Bangor, Maine. He offers $200 cash, and asks for three 
months' credit on the remainder. He gives as reference The 
Second National Bank, Lynn. 

In writing the Company's letter to the bank, state the con- 
ditions in the -first paragraph. In the second, ask definite 
questions regarding the condition of Mr. Waters' business, 
his prosperity, reliability in payments, general character, etc. 

4. Herbert E. Hanson has bought an unfurnished summer 
cottage in the White Mountains, New Hampshire. Circum- 
stances are such that he must leave the furnishing to some 
reliable department store in Boston, and he writes asking for 
a list of suitable furnishings with an estimate of the cost. 

The information necessary for an intelligent answer should 
include the number of rooms and their use, the number to 
occupy the cottage, the quality of the furnishings, etc. 

5. Everett E. Johnson, who has been cashier of the Savings 
Bank in Yonkers, New York, resigns and goes to San Fran- 
cisco. Here he applies for a similar position in the Eliot Sav- 

. ings Bank, and refers to Richard A. Webster, president of the 
bank in Yonkers. 

Besides the ordinary questions regarding his fitness, ability, 
and experience, the letter should make very definite inquiries 
about the character of his life outside the bank. 

6. Robert L. McLean, a shoe manufacturer of Framing- 
ham, Mass., wishes to improve the working conditions of his 
employees. He writes to the Howard Shoe Company of Brock- 
ton, Mass., regarding the work of the factory's Welfare Man- 
ager. He believes that a personal interview would be more 
helpful. 

Embody both these propositions in the letter and let the 
Shoe Company decide as to the answer. 

Oral Assignment 
Make Mr. Johnson's apphcation to the president of the Eliot Bank. 

93. Dictating letters. You remember that in the Business 
of the School the value of the ability to dictate letters was 
pointed out to you. In the following assignments on dictation 
you will usually dictate the letters that you have already 
written, so that the general plan of your dictation will be in 
your mind. On the other hand, when you are making an 
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original dictation, you should keep in mind the following 
plan. Arrange your details in advance. In this way you will 
proceed systematically. Visualize the person to whom the 
letter is addressed. This will give your letter the right point 
of view. Cultivate the power of concentration while talking. 
Without this power the manager of a busy office would make 
very poor work of his dictation. 

In the following dictation assignments you should not, of 
course, memorize your letters. Keep only the facts in mind. 
If the members of your class have taken shorthand, it would 
be excellent practice for them to take your dictation and then 
offer helpful criticisms of your work. 

Dictation Assignment 

Stand before the class and dictate two of the letters that you have just 
written, as if you were dictating them to a stenographer. 

Reivew Assignment 

Unity. Turn to page 79 and review each of the four subdivisions 
under this topic. Take the letters that you have just written asking for 
information, and test every sentence according to the principles of unity. 

Explain in class why any ten of your sentences are units. Rewrite 
any ten that may be improved. Tell why yDu made the changes. 

Punctuation. Turn to page 18, section 15, and review the punctu- 
ation of compound sentences. In these letters pick out every compound 
sentence, tell why it is compound, and see that it is properly punctuated. 

LETTERS GRANTING OR REFUSING INFORMATION 
94. Letters granting or refusing information. If you de- 
cide to give the desired information, you should not give it 
in an indifferent, careless manner. Let your letter show a 
readiness to be helpful. If you do not understand exactly 
what is wanted, answer as best you can, or ask for further 
information. If you decide to make further inquiries, do not 
imply that the writer was at fault. 

If the giving of information on any particular matter seems 
unwise or is against your general policy, write a frank but 
courteous refusal, explaining in an impersonal manner the 
position you take. 
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If you write a letter unfavorable to a person's character 
or business standing, do not mention him by name, but as 
the '' person referred to in your letter/' 

The following four letters are possible answers to the letter 
of inquiry on page 120 with reference to the advisabiUty of 
buying flour: 

Courteous granting of information. 

Dear Sir: 

We take pleasure in replying to your letter of 
March 10 regarding the wheat market. 

From our experience during the last ten years we 
should advise you not to buy flour in large quantities 
at the present time. 

If you should wish further information in the future, 
do not hesitate to write to us. 

Yours truly. 

Discourteous refusals of information. 

Dear Sir: 

We have received your letter of March 10, but we 
cannot give you the information for which you ask. 

Yours truly. 

Dear Sir: 

In reply to your letter of March 10, we would 
state that our knowledge of the future condition of 
the wheat market is no better than yours. 

Yours truly. 

Courteous refusals of information. 

Dear Sir: 

We regret that we are unable to grant the re- 
quest in your letter of March 10 regarding the wheat 
market . 

Owing to regrettable circumstances that have 
sometimes followed the granting of such requests, we 
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have adopted the uniforn policy of not granting them 
to anyone. 

We trust that you will understand our position in 
this matter and that you will not charge our refusal 
to any lack of good will for your success. 

Yours truly. 

Dear Sir: 

We acknowledge the receipt of your letter of 
March 10 with reference to the condition of the wheat 
market. 

We regret, however, our inability to give you any ad- 
vice that will be of value under the present circum- 
stances. Trade conditions are so unsettled that our 
judgment of future developments would be no more reli- 
able than your own. 

Yours truly. 

Compare the courteous refusals with the discourteous. 

Why does shortness give an impression of discourtesy? 

How does frank explanation give a tone of courtesy? 

Why should the receiver of the courteous letters feel that 
the writer has no personal feeling against him? 

ASSIGNMENT 84 

Write repUes to the six letters that you have just written 
asking for information, embracing the following details 
respectively: 

1. Write an impersonal letter, refusing to give any informa- 
tion. 

2. Write a letter granting the information. Write a courte- 
ous refusal. 

3. Write a favorable letter regarding Mr. Waters. Write 
an unfavorable one. 

4. As manager of the department store to which Mr. Han- 
son has written, you may answer his request in three ways. In 
the first case write to him, inclosing a catalogue of your com- 
plete summer cottage furnishings. Be specific in pointing out 
page by page the furnishings for each room, offering him oppor- 
tunity for choice in one or two items. Make a summary of the 
cost. Make mention of immediate deUvery at his order. 
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In the second case, assume that Mr. Hanson wishes to leave 
the matter entu^ely in your hands. Do not send catalogue, 
but list furnishings and prices. 

In the third case, assume that Mr. Hanson has omitted in 
his letter some important details. Answer definitely as far as 
you can and ask for further information. Do not imply that 
he was careless by saying: "You did not mention"; or "You 
forgot to state." Write instead : "We could be of more help to 
you if we knew . . . " ; or " It would help us make a more defi- 
nite statement for you if we knew . . . " ; or " In your letter you 
wrote as follows . . ." quote ..." We are a little in doubt as 
to your exact meaning, but we have . . . either of which we 
believe would please you." You may refer to catalogue in this 
letter. 

5. Write a favorable and an unfavorable reply to the presi- 
dent of the Eliot Savings Bank regarding Mr. Johnson. 

6. Write both answers suggested under this letter. 

Dictation Assignment 

Stand before the class and dictate two of the letters that you have 
written, as if you weie dictating them to a stenographer. 

Review Assignment 

Coherence. Turn to page 82 and review each subdivision under this 
topic. Take the letters that you have just written granting or refusing 
information, and t€st every sentence according to the principles of 
coherence. 

Explain in class why any ten of your sentences are coherent. Rewrite 
any ten that may be improved. Tell why you made the changes. 

Punctuation. Turn to page 24, section 19, and review the punctu- 
ation of adverbial clauses. In these letters pick out every adverbial clause, 
tell why it is adverbial, and see that it is properly punctuated. 

ADJUSTMENT LETTERS 

95. Adjustment letters. The adjustment letter tries to set- 
tle any diflSculty that may arise between the buyer and the 
seller during the course of a business transaction. It deals 
with the dissatisfaction of a customer regarding errors in 
filling orders, delayed orders, and unsatisfactory goods, or 
damage in transportation. 

Whenever a complaint of any sort comes from a dissatisfied 
customer, the first consideration of the seller is to fix the 
blame. No difficulty can be satisfactorily adjusted unless the 
responsibility for the dissatisfaction is definitely placed. The 
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responsibility may be the firm's or the customer's, or it may 
belong to the manufacturer or the transportation company. 
In each case, the writer of the adjustment letter must take a 
different point of view. 

Whatever special point of view the adjustment letter may 
take, one purpose it must always have. It must endeavor to 
satisfy the customer in such a way as to keep his trade. There- 
fore, any showing of ill-feeUng or anger in your adjustment 
letter will defeat its purpose. Indifference toward the custom- 
er's complaint or delay in answering it is likewise fatal to 
further business relations. The '' you," not the '^ I," attitude 
will put the offended customer in good humor, and open the 
way for a pleasant settlement of the complaint. An adjust- 
ment letter characterised by the " you " attitude becomes a 
sales letter. 

96. The fault lying with the seller. When the fault lies 
with the seller, the adjustment may be easily made. Follow- 
ing is a letter from a customer calUng attention to an error in 
filling an order. The accompan5dng adjustment letter from 
the seller with the explanations below it will give you a clear 
idea of how such a letter should be written. 

Dear Sir: 

lly order No. 873 of March 8 called for three 
Glenwood Ranges. You sent me five. I have left the 
two extra ranges in the freight house at your risk . 

Yours truly. 

Dear Sir: 

We regret that a mistake was made in your order 
No, 873, invoice of March 10. There was no reason for 
it except our own carelessness in filling the order. 
We know how you feel about this, and we do not blame 
you for refusing to take the two ranges. 

By the way, do you not think you could dispose of 
those two ranges? The Glenwood Range, you know, is a 
good seller. We will extend your credit from 60 days 
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to 90. We feel sure that you will sell them within 
that time. 

We shall be glad to hear from you in a few days that 
this proposition is satisfactory. 

Yours truly. 

Study the make-up of the letter above. 

The writer first fixed the blame by looking up order No. 873 
in his file and comparing it with the dupUeate of the invoice. 
He found that his firm was at fault. 

In the first paragraph, he assumes the blame and explains 
how the mistake occurred. The '^ you '' attitude in the last 
sentence of the paragraph is intended to remove any feeling 
of irritation on the part of the customer and to prepare him 
for the proposed settlement. 

The rest of the letter is a sales letter. There is a definite 
appeal in the extension of the term of credit,. and '' We feel 
sure '' is good persuasion. It is always wise policj'^ to induce 
the customer to keep the goods. 

The wording of the last paragraph is important. If the^ 
writer had said, '' I expect to hear from you in a few days 
regarding this matter," or '^ Please advise me promptly of 
your decision in this matter,'' the customer would probably 
not keep the ranges. Such sentences would suggest refusal of 
the offer. The sentence, as it is written, suggests favorable 
action at once. 

Review Assignment 

Shall and Will. In the adjustment letter above, there are three 
instances of the use of ^haU or loill. Turn to page 63, section 59, and 
review the proper use of these words. 

Explain the use of these words in the letter referred to. 

ASSIGNMENT 85 

Write the adjustment letter to the following: 

Gentlemen: 

Your invoice of July 29 is short one pair of 
number 9 children's shoes. This was a special order 
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for a customer who is waiting. Unless you can send 
them by July 31, you may cancel the order and credit 
my account with 82.50, the price of the shoes. Such 
carelessness on your part is very annoying. 

Yours truly. 

Answer: Size out of stock — will send to-day, or 

Size out of stock — cannot get it — will credit price, 
or 
Mistake in filling order. 

Criticise your letter: 

Have you stated your plan of adjustment in the 

opening paragraph? 
How have you shown courtesy? 
What have you said to keep the good will of the 

customer? 

Dictation Assignment 
Stand before the class and dictate your letter. 

Oral Assignment 

As salesman for the firm you happen to be in the customer's city. 
The firm notifies you to call upon him and adjust the matter. Make the 
adjustment with one of your classmates as the buyer. 

ASSIGNMENT 86 

Write the adjustment letter to the following: 

Gentlemen: 

The order of groceries that you sent me May 5 
arrived in very poor condition. Instead of being 
packed in a strong wooden box, they came in a paste- 
board box that was badly torn. The 10-pound 
bag of sugar was broken open and scattered among the 
potatoes. This is the second time that an order has 
come from your store, packed in a similar manner and 
partly destroyed. Unless the present loss is made good 
with the assurance of better treatment in the future, 
I shall trade elsewhere. 

Yours truly. 



ADJtJfeTMENT LETTERS 129 

Answer: Trouble caused by disregard of strict orders for 
packing goods — forward 10 pounds of sugar — 
offer to make good any previous loss — express 
regret — express pleasure at having your atten- 
tion called to the matter — encourage further 
orders by mentioning special sale in some line for 
next week. 

Criticise your letter: 

It should have three paragraphs. What should 
each contain? Have you punctuated your ad- 
verbial clauses? What are the rules for adverbial 
clauses? 

Dictation Assignment 
Dictate your letter to the class. 

ASSIGNMENT 87 

Many adjustments are made by telephone. Take great care 

with this exercise: 

"Main 3653. Is this the B.Sherman Company? Please give 
me the Men's Furnishing Department. Men's Furnishing 
Department? Yesterday I bought a two-piece flannel outing 
suit of you, ordering it sent out. The wrong suit was sent to 
me this afternoon. The mistake is especially annoying, as I 
have planned to leave town to-morrow morning for the White 
Mountains." 

As manager of the department, write the telephone reply. 
Let it embody the principles of a good adjustment letter — 
the right suit to be sent by special delivery to-night. 

Mrs. C. L. Higgins buys a steamer trunk of O. W. Well- 
man & Co. Wrong trunk sent. She is to sail for Europe the 
next day. Write the telephone conversation between her and 
the manager of the department, letting it go on by both as 
it naturally would. Mrs. Higgins may be as spiteful and 
angry as you like. 

Oral Assignment 

With one of your classmates, make this adjustment as it would be 
made by telephone. 
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97* The fault lying with the goods. When the fault is 
with the goods, the seller should not at once offer to take 
them back and to refund the money. This would mean the 
loss of the sale. There are, of course, circumstances where 
such a course is advisable. If there are no similar goods in 
stock, this is the only plan to follow. 

In the illustration below, the adjustment letter is very 
carefully worded and expresses a sincere desire to please the 
customer: 

Gentlemen: 

Six months ago I bought a quartered oak dining- 
room table from 3'ou, which has proved unsatisfactory. 
The base has unglued and sprung apart badly, and the 
extension slides have warped so that the table cannot 
be opened and shut without a great deal of trouble. 
As It was guaranteed, I think It should be repaired at 
your expense or replaced by a new one. 

Will you please attend to this at once? 
Yours truly. 

Dear Madam: 

We are sorry to learn from your letter of Feb- 
ruary 12 that the dining table you bought of us last 
fall has proved unsatisfactory, and we shall attend to 
the matter promptly, as all our furniture is guaranteed 
by the manufacturer for one year. 

On looking up the invoice of the sale, we regret 
that the particular table we sold you is not at pres- 
ent in stock. If it were, we should send it to you at 
once. 

A new table, however, might not please you so well 
as the one you now have. You remember choosing that 
table for the unusually fine effect of the quartering, 
which you might not be able to duplicate even from a 
large stock. 

We feel confident that the manufacturers will repair 
your table to your entire satisfaction. To save you 
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any inconvenience, we will send you a dining table to 
be used in place of yours while it is being repaired. 
Our delivery van will call at your home next Thursday 
morning to make the exchange, and we shall return your 
table at the earliest possible date. 

We infer from your letter that the other articles of 
furniture that you bought at the same time have proved 
satisfactory. We shall welcome future orders from you 
with our customary guarantee of quality and service. 

Yours truly. 

The above letter is somewhat long and detailed. An ad- 
justment letter should be such when the customer is a valu- 
able one or is particularly angry. In either case, special pains 
should be tal^en to show the customer that you are anxious to 
please him and that you are giving careful attention to his 
individual difficulty. 

In the second place, the letter is to a woman. Such letters 
whether adjustment or sales letters, should usually be longer 
and more detailed than those written to men. 

ASSIGNMENT 88 

Write the adjustment letter to the following: 

Gentlemen: 

The silk dress delivered to me to-day is very 
unsatisfactory Indeed. It is not at all like the one 
you showed me in the store. The silk is of inferior 
quality, and the skirt is so poorly made that it will 
hardly hold together to try on. 

You may take the dress back and refund the money. 

Yours truly, 

* 

Answer: Express regret — dress ordered sent direct from 
manufacturer to save time, accept the dress — 
promise another dress — try to please her, but do 
not refund money. 

Dictation Assignment 
Dictate your letter to the class. 
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ASSIGNMENT 89 

Write the adjustment letter to the following: 

Gentlemen: 

In my order of hardware of August 14, five of the 
locks are imperfect. Either the keys will not work, or 
the knob catches turn too far back, i need the locks 
immediately, as the house in which I am to use them must 
be ready for the painters by Monday, I can't afford to 
be bothered in this way. 

Yours truly. 

Answer: Send new locks that have been examined — manu- 
facturer's fault — always found reliable before — 
goods guaranteed by manufacturer — try to keep 
the customer's trade 

Dictation Assignmeni 
Dictate your letter to the class. 

ASSIGNMENT 90 

Write the adjustment letter to the following: 

Gentlemen: 

The mahogany bureau that I bought from you yes-- 
terday is not satisfactory. The top is lined by the 
threads of the cloth that covered it. I want some- 
thing done about this at once. 

Yours truly. 

Answer: Intention of house never to allow unsatisfactory 
goods to go out — send bottle of refinishing pol- 
ish, suggesting an attempt to remove lines — if 
this does not work, assure the customer that you 
will send man to refinish top — inclose card for 
reply as to satisfaction. 

The letter above illustrates the poUcy of adjustment with 
the least expense to the firm. The offer of a choice suggests 
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the fairness of the finn, and is an inducement for the customer 
to adopt the simplest remedy for the difficulty. 

Dictation Assignment 
Dictate your letter to the class. 

ASSIGNMENT 91 

Write the adjustment letter to the following: 

Dear Sir: 

The blue serge suit that I purchased of you last 
week and left to be altered has come to me in suoh con- 
dition that I cannot accept it. The sleeves have been 
shortened too much, and the skirt does not hang even. 
I have no time to come in town to have it refitted. 
Please have your delivery call for it and give me 

credit on my account. 

Yours truly. 

Answer: Express regret and desire to remedy fault — explain 
usual careful fitting done in your store — ask her 
to tell you how much to lengthen the sleeves — 
send for suit — fix sleeves and rehang skirt — 
do not take the suit back. 

Dictation Assignment 
Dictate your letter to the class. 

Review Assignment 

Emphasis. Turn to page 85 and review each subdivision under this 
topic. Take the adjustment letters that you have written in assignments 
88-91, and test every sentence according to the principles of emphasis. Ex- 
plain in class why any ten of your sentences are emphatic. Rewrite any 
ten that may be improved. Tell why you made the changes. 

Punctuation. Turn to page 34, sections 29-31, and review the punc- 
tuation of adjective clauses. In these letters pick out every adjective 
clause. Tell why it is an adjective clause and see that it is properly punc- 
tuated if it requires punctuation. 

If you have used shall or vrill in these letters, justify your use. 

98. Fault in transportation. Although the seller's respon- 
sibility ends when he has properly labeled the goods and 
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placed them in the hands of the transportation company, he 
cannot, for his own interests, be indifferent towards any dam- 
age or delay in transit. When such damage or delay occurs, 
the shipper has an opportimity to help the customer. He 
may advise him what to do, or he may himself place a claim 
against the transportation company for damages, or he may 
begin a search for the goods if they are lost. The adjustment 
letter to the following notice of damage in transportation 
gives you the general type of such letters: 

Gentlemen: 

In my order No. 738. your Invoice of September 
8, one of the sewing machines Is badly damaged. I am 
holding the machine for your orders. 

Yours truly. 

Dear Sir: 

We are sorry to learn from your letter of Sep- 
tember 15 that one of the sewing machines Is badly 
damaged. We are to-day shipping you another machine. 
Please return the damaged one at our expense. 

We suggest that you get a statement from your 
freight agent, showing the condition In which the ma- 
chine arrived, that we may have evidence In our claim 
against the transportation company. 

We trust that the machine we are now sending will 
reach you In good condition. Thank you for your prompt 
notification of the damage. 

Yours truly, 

ASSIGNMENT 92 

Write the adjustment letter to the following: 

Gentlemen: 

In your shipment of crockery, October 12, my 
order No. 435, I find a number of broken pieces. 

2 pitchers No. 743 
4 plates No. 831 

3 cups No. 271 
Please forward to me the above pieces. 

Yours truly, 
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Answer: Express regret — replace broken pieces — ask for 
prompt notice of all cases of damaged goods — 
state policy of firm to satisfy customers in all such 
instances. 

Dictation Assignment 
Dictate your letter to the class. 

ASSIGNMENT 93 

Write the adjustment letter to the following: 

Gentlemen: 

lly order No. 8735 for lace curtains, your in- 
voice of May 24, has not yet reached me. I am partic- 
ularly anxious about this order, as I have already ad- 
vertised a special sale of curtains for next Monday. 

If the goods were shipped promptly, you will be 
doing me a great favor by putting a tracer on them. 

Yours truly. 

Answer: Express regret -— shipped promptly — will make 
every effort to trace goods. 

Dict^Uion Assignment 
Dictate your letter to the class. 

99. Fault lying with customer. Special care is required in 
adjustments when the customer is at fault. Suggestions must 
take the place of statements. Never imply that you doubt 
what the customer says. Do not write, " We are at a loss to 
understand why you should be dissatisfied," or " In your 
letter you say etc." Take the " you " attitude, unless you 
are very sure that the customer is dishonest. 

Gentlemen: 

There is an error in my last order of Boys' 
Clothing. You have sent me five suits of size 7 instead 
of three as 1 ordered. I cannot accept the extra suits 
as I have no sale for them. 

Yours truly. 
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Dear Sir: 

We have received your letter of November 3. 
calling our attention to an error in your order of 
Boys' Clothing, 

We regret this very much and do not wish you to keep 
stock that you cannot dispose of. Although our order 
department is in charge of an experienced and careful 
man, a mistake might have occurred in checking your 
order. 

There is a possibility that your order clerk may 
have misunderstood your directions or have accidentally 
written 5 for 3. Will you please compare the invoice 
with the duplicate of your order, so that the matter 
may be adjusted with fairness to you as well as to us. 

Should you find that we undoubtedly made the mis- 
take, we will gladly take back the two suits. 

Yours truly. 

In the letter above, the opening paragraph admits the 
customer's statement. 

The second expresses regret and sympathy with the cus- 
tomer, and explains the carefulness with which orders are 
filled, yet it suggests the possibility of an error. 

The third suggests the possibility of an error on the part 
of the customer, and asks for his cooperation in finding the 
source of the trouble. 

The seller, from reference to his files, ki^ows that the fault 
is the customer's, and so he feels safe in making the proposi- 
tion contained in the last paragraph. 

Either of two circumstances may have been the occasion 
for the above letter of complaint. In the first place, the cus- 
tomer may have hastily checked his goods, making the mis- 
take himself. In the second place, he may feel that he or- 
dered too many of size 7, and in a spirit of dishonesty tries to 
make the seller take back part of them. Such a letter as the 
above will usually bring about a satisfactory adjustment. 
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ASSIGNMENT 94 

Write th^ adjustment letter to the following: 

Gentlemen: 

The garden sprayer that I bought of you last week 
will not work at all. I have tried it several times 
without success. I wish you would take it back and 
send me one that I can use. 

Yours truly. 

Answer: Explain the care you take in testing all sprayers be- 
fore they leave your store — point out courte- 
ously that he may not have read directions care- 
fully — explain directions. 
If you are not familiar with garden sprayers, choose 
something with which you are familiar. 

Dictation Assignment 
Dictate your letter to the class. 

The unjust claim. In refusing the unjust claim, you should 
be courteous, but impersonal. Base your refusal upon general 
policy cr customary action in all business relations. 

ASSIGNMENT 95 

Write the adjustment letter to the following: 

Gentlemen: 

You will find inclosed a check of S112.00, the 
price of your Peerless Washer as quoted in your adver- 
tisement. The SI. 50 for cartage from the express of- 
fice I am unwilling to pay. 

Yours truly. 

Answer: Return check — call attention that the advertise- 
ment stated price at nearest express or freight 
office. 

Dictation Assignment 
Dictate your letter to the class. 
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ASSIGNMENT 96 

Write the adjustment letter to the following: . 

Gentlemen: 

I consider the last order of Ladies' Gloves from 
your house to be inferior in quality and make in com- 
parison with the samples shown by your salesman. I am 
therefore shipping them back to you. Please credit me 
with the proper amount. 

Yours truly. 

Answer: Retiim goods after finding them perfect by com- 
paring with sample — use some sales talk at the 
end of the letter. 

Dictation Assignment 
Dictate your letter to the class. 

100. Asking for adjustment. A letter similar to the follow- 
ing is usually sent to an old customer that has not traded with 
the firm for some time. It definitely asks for the opportunity 
to make an adjustment, if the customer has in any way been 
dissatisfied. 

Dear Sir: 

Tor some time past your charge account has been 
inactive. We should cheerfully welcome any suggestion 
you might make regarding improvement in the efficiency 
of our business. 

We firmly believe that you are necessary to cur suc- 
cess, and we send you this letter in a spirit of friend- 
liness that should bring us in closer personal touch 
with each other, thereby making this store your store. 

With kind regards, we hope to hear from you by re- 
turn mail. 

Very truly yours. 
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ASSIGNMENT 97 

Write a letter asking for adjustment. Do not copy the 
wording above. 

Review Assignment 

Review sections 34, 36, 38, and 39. Apply these rules to the last four 
letters that you have written. 

COLLECTION LETTERS 

loi. Collection letters. These are among the most difficult 
letters that you will have to write in business. Knowledge of 
the customer is as essential here as it is in advertising and 
salesmanship. You should not write the same letter to a 
customer that usually pays promptly as you should to one 
that is always delinquent. To whatever class of customer you 
write your letter, you have two purposes to accomplish; 
namely, the collection of the account and the keeping of the 
customer's trade. 

Read the following examples of collection letters thought- 
fully and then study the explanation of the principles below 
them: 

Gentlemen: 

As you have In the past been most punctual In 
meeting your payments, we assume that your March ac- 
count has been inadvertently overlooked. 

If at this time it is not convenient for you to re- 
mit, we should appreciate advice from you as to when 
payment may be expected. 

Yours truly, 

Dear Sir: 

Through the customary routine of our office we 
observe that your account has increased recently and 
that payments are not being received by us in accor- 
dance with the terms of purchase. 

Our records show that statements have been rendered 
calling your attention to this matter. They may have 
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been overlooked by you in the press of social engage- 
ments and other duties. 

Your favors are highly appreciated by us, and it is 
pleasant to believe that our efforts to serve you have 
been appreciated. We hope that by return mail you will 
be kind enough to remit in settlement of statement in- 
closed. 

Very truly yours. 

Dear Sir: 

We regret that you have not replied to our state- 
ments of your July account now 60 days past due. When 
we opened an account with you, we anticipated very 
pleasant business relations, and it was understood that 
prompt settlements would be made. 

We sincerely hope that in the near future you will 
be able to balance past due indebtedness, and we trust 
that we shall be able to resume business relations, 
which in the past have been, we hope, mutually profit- 
able. 

If at this time it is not convenient for you to re- 
mit, we suggest that you send us a statement of your 
affairs that we may adjust this matter in a manner fair 
to both of us. 

Please let us hear from you within a few days. 
Yours truly. 

Following is a reminder, such as might be sent to nearly all 
customers before the writing of a formal letter like those 
above. 

Dear Sir: 

The statements of your account sent April 1 and 
15 appear to have escaped your attention. May we have 
your check for the amount now? 

Yours truly. 

Study the three letters above with reference to the two 
purposes to be accomplished by the collection letter. The 
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first purpose is to get the customer to settle his overdue ac- 
count. The second purpose is to collect the account in such 
a manner as to keep the customer. 

102. Collecting the payment due. 

1. How does the opening sentence of each letter remind the 
customer of the standing of his account? In what way does 
each of these sentences show that the collecting firm knows 
something about the customer? 

Compare carefully the thought implied in each: 

"As you have in the past been most punctual ..." 

" Through the customary routine of our office we observe ..." 

"We regret that you have not replied ..." 

The first is a frank businesslike statement implying recog- 
nition of a business obligation that will be met promptly. 
There is no fear of giving oflfense. 

The second is a studied effort not to give oflfense. It is 
merely office routine. 

The third implips failure to recognize a just business obli- 
gation. 

Each is courteous, but each has a different tone. This 
difference of tone in stating the standing of the account is due 
to the firm's knowledge of the customer. To know your cus- 
tonier is a vital principle of the sales letter. This is especially 
true of the collection letter. 

The three letters above recognize three distinct classes of 
customers. The fffst is the general type of letter sent by 
manufacturers or wholesalers to large retailers, whose busi- 
ness standing is good and whose reputation for prompt pay- 
ment is excellent. Such retailers understand thje value of good 
credit standing, and from their own experience they know 
that a large business cannot be successfully conducted unless 
accounts are paid promptly. 

The second letter is the type sent by retailers to rich cus- 
tomers. Such customers are under no necessity of protecting 
their credit standing. It is always good, and payment is made 
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sooner or later. Their attitude toward statements of their 
accounts is something of the attitude taken toward social 
affairs. They regret a previous engagement, etc. The first 
letter would make no appeal to them. The third would offend 
them. 

The third letter is the type sent to small retailers or to cus- 
tomers with monthly charge accounts. When such custom- 
ers are delinquent, the letter should have a stronger tone of 
appeal. 

2. The collection letter usually makes some mention of an 
explanation of the cav^e of the delay. It may be a casual refer- 
ence to the fact that no explanation has been offered, as in 
the first letter. The direct asking for an explanation in the 
last sentence of the first letter has the friendly tone of " Let 
us know how you are getting along." 

The second letter suggests a possible explanation of the 
delay. Here again knowledge of the customer is important. 
A direct question about his affairs would be considered im- 
pertinent. 

The third letter also suggests explanations of the delay, 
but tho purpose is different from that in the second. There 
the writer expects no explanation. Here he expects a definite 
explanation. He wishes the information in order that he 
may act more intelligently in future attempts to collect the 
account. 

3. The collection letter often uses argument and inducer- 
ment for prompt payment, but care should be taken that it 
does not have a begging tone nor indicate weakness in press- 
ing the claim. Not every letter should contain them. They 
more often occur in the second and third letters written to a 
customer regarding the same account. 

4. The collection letter should insist on payment. This 
thought should be emphasized and repeated. The last sen- 
tence in the letter should be a definite appeal to immediate 
action. 
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Point out in the three examples illustrations of this prin- 
ciple. 

103. Keeping the customer's trade. 

1. If a tone of courtesy runs through the collection letter, it 
will do much to retain the good will of the customer. This 
good will is necessary for any further business dealings. Such 
phrases as " We are calling your attention/' or " We are 
obliged to remind you," or " Send us a remittance," although 
not necessarily discourteous, are abrupt and indicate im- 
patience or unfriendliness; 

2. Not only should the letter be courteous in tone, but it 
should also contain some positive statement of friendly rela- 
tions. 

Study the three examples very carefully and point out each 
illustration of the principles above. 

3. The letter should never contain terms that are harsh nor 
that reflect discredit upon the character of the customer. 
Such terms as '' debt," " debtor," or " dishonest " arouse 
anger, and defeat the purpose of the letter. 

For convenience a complete list of the transactions used as 
a basis for your letters is given below. The number before 
each written assignment that follows corresponds to the 
number in this list: 

1. Walter E. Southworth, a small builder, bought of 
Newton, Jones & Co. doors, windows, and blinds; $220 — 30 
days. 

2. Benjamin C. Hurd, retail grocer in a suburban town, 
bought of the S. S. Preston Co. groceries; 6300 — 30 days. 

3. Samuel J. Aldrich, a mason, bought of Clark & Smith 
lime, cement, and brick; $250 — 30 days. 

4. Newcomb & Eldridge, contractors, bought of The 
Southern Lumber Company hard pine lumber; $1000 — 
60 days. 

5. Small & Greenwood, country town merchants, bought of 
Chase & Low farming tools; $100 cash — $75, 15 days. 

6. Highland Market Co., city meat dealers, bought of 
Lane and Puffer beef; $370 — 50 days. 

7. The J. B. Huntington Co., city hardware dealers, 
bought of the Stanton Manufacturing Co. hardware; $500 — 
60 days. 
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8. Mrs. L. B. Morrison bought of Rogers & Taylor lace 
curtains; $53 — monthly charge account. 

9. Arthur P. Burrill, a printer, bought of Loomis and 
Scott paper stock; $125 — 15 days. , .^j 

10. Mrs. Walter K. Spofford bought of Ciuliss and Crocker 
on monthly charge account: furs -^$1000, Nov. account; 
Oriental rug — $500, Dec. account; dresses — $400, Feb. 
account. Paid Dec. $100; Jan. $200. 

11. Otis B. Little, tailor in suburban town, bought of Stone 
and Pierce cloth; $25 — 15 days. 

12. Henry C. Linwood bought of Homer & Blodgett suit; 
$40 — monthly charge account. 

13. Rose well I. Hunter, wealthy horseman, charged with vet- 
erinary services; $200. 

14. Wayland D. Thompson charged with doctor's fees; $10. 

15. Wendell H. Phillips bought of Kane& tHolt a piano; 
$300 — monthly payments of $25. . ( ■ 

16. Emerson and Baker, wholesale flour dealers, bought of 
Minneapolis Milling Co. flour; $800 — GO days. 

Even though a single letter may be sufficient to collect the 
account, it should be written with the thought that succeed- 
ing letters may be necessary before payment is secured. Such 
succeeding letters, as in sales letters, are called follow-up 
letters. 

This plan will make your series of letters systematic. A 
haphazard method of sending these letters would not produce 
a definite, continuous appeal upon the mind of the delinquent. 
You must plan each succeeding letter by reference to the one 
preceding it. This enables you to arrange your arguments 
and appeals in the form of a climax, thus making each letter 
stronger and more effective than the preceding. 

ASSIGNMENT 98 

1. Mr. Southworth has allowed his account to run 15 days. 
You sent him a statement with his invoice and another the 
day payment was due. This is his first order from you, and 
you are anxious to keep his business from your competitors. 

Firsty consider knowledge of the customer. You know from 
references that he has a reputation^or honesty and for doing 
good wcrk. Your salesman, who secured the order, tells you 
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also that he is somewhat sensitive and easily offended. Your 
competitors may not have known this, and therefore lost his 
trade by some offensive statement in their letters. You need 
also to know a little about his business, if you are to suggest 
reasons for the delay. Payments due him on his work may 
have been held up through labor troubles or through failure 
on the part of the mason, or the plumber, or the electrician 
to do his work promptly. This knowledge will enable you to 
take his point of view, and he will feel that you understand 
his difficulties. 

Second, consider collecting the payment and keeping the 
customer. On the previous pages you studied four principles 
under collecting payment and three under keeping the cus- 
tomer. Review these carefully and then write the letter. 

Dictation Assignment 
Dictate the letter to the class. 

ASSIGNMENT 99 

2. Assume that this letter comes under the type illus- 
trated by the first example in this chapter. Review the dis- 
cussion of this letter. Write to Mr. Hurd, embodying in 
your letter the spirit of the example, but do not copy. There 
are numberless ways of expressing the same idea. 

Dictation Assignment 
Dictate your letter to the class. 

ASSIGNMENT 100 

3. You have had trouble in collecting from Mr. Aldrich in 
the past, but have succeeded in keeping his trade. He is hon- 
est but dilatory, and not at all sensitive about his lack of 
promptness. He lets you do the worrying. Try to get part 
payment. Remember that stormy weather and labor troubles 
hinder his work. 

' '^''•. Dictation Assignment 

Dictate your letter to the class. 
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ASSIGNMENT 101 

4. You are not very well acquainted with the members of 
this firm, but they were highly recommended. Write a sim- 
ple reminder of the overdue account, and refer to delay as 
a possible oversight. Do not use argument nor inducement 
to pay. Reserve these for the follow-up letters. Insist on 
pajrment and set a time for reply. 

Dictation Assignment 
Dictate your letter to the class. 

ASSIGNMENT 102 

5. You gave them partial credit reluctantly, as their repu- 
tation is not very good. Write a short but strong letter, bas- 
ing your appeal upon their statement that the credit would be 
a great accommodation to them. 

Dictation Assignment 
Dictate your letter to the class. 

ASSIGNMENT 103 

6. You know that they have met with heavy business 
reverses. Ask for full explanation with the suggestion of 
extending credit. They are old, reliable customers. Write 
them a pleasant letter, but emphasize payment in the near 
future. 

Dictation Assignment 
Dictate your letter to the class. 

ASSIGNMENT 104 

7. Inclose an itemized duplicate of their order, suggesting 
the checking of their invoice to see that you have made no 
mistake in the amount of the account. Ask about their satis- 
faction with your goods. Put in a little sales talk to encour- 
age further orders. Refer to the special privilege of 60 days' 
credit, and appeal to their sense of justice in meeting the 
obligation. 
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Review Assignment 

Unity. Turn to page 79 and review each of the four subdivisions under 
this topic. Take the letters that you have written in the last seven assign- 
ments, and test every sentence according to the principles of unity. 

Explain in class why any ten of your sentences are units. Rewrite any 
ten that may be improved. Tell why you made the changes. 

Punctuation. Turn to page 18, section 15, and review the punctual 
tion of compound sentences. In these letters pick out every compound 
sentence, teU why it is compound, and see that it is properly punctuated. 

Dictation Assignment 
Dictate your letter to the class. 

ASSIGNMENT 105 

8. Write her a short reminder. This is her first charge 
account, and she may have overiooked it. 

ASSIGNMENT 106 

9. You have learned since giving him credit that he is un- 
reliable. Write a strong but courteous reminder. Let it be a 
marked contrast to the one in No. 8. 

ASSIGNMENT 107 

10. Under which type should this letter come? See how 
successful you can be in wording it differently from the 
example. 

ASSIGNMENT 108 

11. You have always known him to be shiftless and unre- 
liable, but under the influence of a hard luck story you gave 
him credit. Now, see if you can get your money. Do not use 
threats. Those should come later. 

Dictation AssignmeTvt 
Dictate your letter to the class. 

ASSIGNMENT 109 

12. Mr. Linwood is a would-be sport, working at the silk 
counter of a store in your city. Through friendship with his 
family you have allowed him a charge account in your men's 
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furnishing department. In writing to him perhaps you can 
appeal to his natural pride and self-respect. 

Dictation Assignment 
Dictate your letter to the class. 

ASSIGNMENT 110 

13. Mr. Hunter is very proud of his horses and likes to 
hear others praise them. He won several prizes at a recent 
hcrse show. Can you refer to this in such a manner as to 
please his vanity? Do it incidentally so that he will not 
suspect your motive. 

Dictation Assignment 
Dictate your letter to the class. 

ASSIGNMENT 111 

14. Mr. Thompson is able to pay his bills. Send him a 
reminder. 

ASSIGNMENT 112 

15. Mr. Phillips has allowed the second payment to go by, 
and you fear he may wish to return the piano. Refer to the 
delay as an oversight. Speak of the pleasure he is having with 
the piano in his home. Use a little sales talk. Explain the 
advantage of regularity in the payments, as it will enable him 
to own the piano more quickly. 

Dictaiion Assignment 
Dictate your letter to the class. 

ASSIGNMENT 113 

16. Emerson and Baker's storehouse has burned with con- 
siderable loss to them. Suggest a note if they are unable to 
make payment at present. 

Dictation Assignment 
Dictate your letter to the class. 
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Review Assignment 

Coherence. Turn to page 82 and review each subdivision under this 
topic. Take the letters that you have written in the last nine assign- 
ments, and test every sentence according to the principles of coherence. 

Explain in class why any ten of your sentences are coherent. Rewrite 
any ten that may be improved. Tell why you made the changes. 

Punctuation. Tiu-n to page 24, section 19, and review the punctua- 
tion of adverbial clauses. In these letters pick out every adverbial clause, 
tell why it is adverbial, and see that it is properly punctuated. 

104. The follow-up collection letter. Each follow-up let- 
ter in a collection series is stronger in its appeal than the one 
preceding it. You found this principle of increasing empha- 
sis to be true of the follow-up letter you wrote earlier in the 
book when you wished to drop a study. Your second letter 
mentioned the writing of the previous letter and stated its 
object. It gave new arguments and used stronger persuasion. 

The examples below form a connected follow-up series, the 
first formal letter of which is similar to the third illustration 
at the opening of the chapter: 

1 

March 1, 19—. 
A statement sent with the invoice, stamped "This is not 
a bill," or "This is merely a reminder." 



A statement of the account. 

3 

A statement of the account. 

4 



April 1, 19—. 
May 1, 19—. 

May 15, 19- . 



Dear Sir: 

The statements of your account sent April 1 and 
May 1 appear to have escaped your attention. May we 
have your check for the amount now? 

Yours truly. 
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5 

June 1. 19- . 
Dear Sir: 

We regret that you have not replied to our 
request for payment of your March account now 60 days 
past due. When we opened an account with you, we an- 
ticipated very pleasant business relations, and It was 
understood that prompt settlements would be made. 

We sincerely hope that In the near future you will 
be able to balance past due Indebtedness, and we trust 
that we shall be able to resume business relations, 
which In the past have been, we hope, mutually profit- 
able. 

If at this time It Is not convenient for you to re- 
mit, we suggest that you send us a statement of your 
affairs that we may adjust this matter In a manner fair 
to both of us. 

Yours truly, 

6 

June 15, 19- • 
Dear Sir: 

We are very much disappointed In not receiving 
an answer to our letter of June 1 regarding your ac- 
count of S175 now ten weeks overdue. As you have made 
no reply to our statements sent earlier, we take It 
for granted that the account Is correctly rendered. 

Perhaps you have not yet been In business long 
enough to realize fully the effort responsible men 
make to maintain their credit. Even at this late date 
a frank explanation from you may enable us to adjust 
this matter In such a way that business relations may 
continue In the future with pleasure and profit to us 
both. 

We Insist that either an explanation or a remittance 
shall reach us not later than June 25. Will you kindly 
attend to this NOWl 

Yours truly. 
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June 26. 19- . 
Dear Sir: 

Since you have not replied to our letters of 
June 1 and 15, concerning the settlement of your over- 
due account, we consider it imperative to demand pay- 
ment. 

As we made you an offer of adjustment if you were 
in difficulty, we consider your failure to meet us 
half way a matter of willful neglect. We gave you 
credit upon very high recommendations, and we are un- 
able to understand your attitude toward us. 

Unless a remittance in full of your account comes 
to us by return mail, we shall draw on you at sight. 

Yours truly, 

8 

July 1. 19- . 
Dear Sir: 

Since no response has been received to our let- 
ters of June 1, 15, and 26, concerning the amount of 
$175 due April 1, we shall draw on you July 8 through 
the Second National Bank of Bridgeport. 

We trust that you will remit in settlement or honor 
the draft when presented. 

Yours truly. 

9 

July 15. 19- . 
Dear Sir: 

Our draft of July 8 has been returned to us by 

your bank with the statement that you declare you do 

not owe us the amount. 

It is correct according to our books, and since you 
did not previously dispute the amount as appearing in 
the statements sent you, we regard your contention 
groundless. 

Unless we hear from you by return mail, we shall 
place the account in the hands of our attorneys to be 
settled in court. 

Yours truly. 
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10 

July 23. 19- . 
Dear Sir: 

As you have disregarded our last offer of an 
opportunity to make explanation of your repeated re- 
fusal to recognize a just obligation, we have to-day 
placed your account of 8175 in the hands of our at- 
torneys. Messrs. Carter and Whitcomb. 

Yours truly. 

Such a complete series as the above would seldom be used 
in any one case. The collection department of a finn would 
select such portions of it as would best fit each case of delin- 
quency. The successive steps would, however, form a com- 
plete series. 

Systematic procedure is the result of such a plan as presented 
above. The statements preceding the letters keep the ac- 
count fresh in the mind of the customer. The letters follow- 
ing at regular intervals drive home the thought of the in- 
debtedness. 

Appeals vary in their power to move different people ac- 
cording to their dispositions. One may respond to an appeal 
to sympathy, another to an appeal to justice or fair play, 
and still another to an appeal to self-interest. Very few fail 
to respond to an appeal to fear through a threat. 

Study the examples in this chapter with reference to the 
form of appeal. Do this work carefully, as it will help you in 
the writing of the follow-up series to be done next. 

Study the letters in the series above and determine how, 
whether by choice of words, use of appeal, or phrasing of 
the sentence, each letter is made stronger than the one pre- 
ceding it. 

ASSIGNMENT 114 

Write follow-up letters as directed below. The numbers, 
you remember, refer to the list on page 143, as they did in the 
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last assignments. In each case keep in mind the letter pre- 
viously written. 

3. You have not heard from Mr. Aldrich. After ten days 
write to him again. Appeal to him through the advantage 
of the credit that you have always given him. Hint the pos- 
sibility of denying credit in the future. Do this on the 
ground of appeaUng to his sympathy for your own business 
welfare. 

4. Newcomb & Eldridge have made no reply to your re- 
minder. Write for a remittance or an explanation. Make an 
appeal to justice and fair play through the unusual credit of 
60 days. Be very courteous. 

5. You have received no word from Small & Greenwood. 
Insist on a remittance at once. Write such a letter as would 
be followed by a threat of collection. 

8. Write again to Mrs. Morrison. Make the letter imper- 
sonal and base your appeal upon the general policy of the 
firm regarding monthly charge accounts. 

9. It was your mistake in giving Mr. Burrill credit. You 
have learned that it would be useless to bring suit. Do the 
best you can to get a settlement. Never intimate that you 
know anything detrimental to his affairs or character. Appeal 
to him by offering a discount. Mention possibilities of future 
service to him. 

11. Keep after Mr. Little. His account is not worth col- 
lecting through a lawyer. You might show some interest in 
his business and suggest something to help him. 

12. Write to Mr. Linwood emphasizing the possibiUty of 
refusing him credit in the future, but do not say so bluntly. 

15. You must do some hard work with Mr. Phillips. By 
persistent salesmanship you sold him the piano against his 
wishes, and he now feels that he does not want to pay for it. 
If you can get this payment, the chances are that he will 
make the others. You have just got out a large book of 
popular music. Offer .him one as a premium upon receipt of 
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the payment. This, of course, is something very unusual for 
you to do. 

Select any three of the above and carry the series of col- 
lection letters as far as you like. 

Dictation Assignment 
Dictate your letters to the class. 

Review Assignment 

Emphasis. Turn to page 85 and review each subdivision under this 
topic. Take the letters that you have written in the last eight assi^- 
ments, and test every sentence according to the principles of emphasis. 

Explain in class why any ten of your sentences are emphatic. Rewrite 
any ten that may be improved. Tell why you made the changes. 

Punctuation. Turn to page 34, sections 29-31, and review the punc- 
tuation of adjective clauses. In these letters pick out every adjective 
clause, tell why it is an adjective clause, and see that it is properly punc- 
tuated if it requires punctuation. 

Review also sections 34, 36, 38, and 39. Apply these rules to the letters 
you are studying. 

105. The jocular collection letter. There are some classes 
of customers, to whom an offhand, jocular letter makes a 
strong appeal. Following are the first two letters of such a 
series. 

Dear Sir: 

Won't you sit down with us and make a confes- 
sion. Why haven't you paid our invoice? 

We're not dunning you - that's a disagreeable word 
- but there must be some CAUSE for the delay in send- 
ing us that check, which, according to our records, is 
due. 

In our business you have always found us STRAIGHT. 

Please tell us to-day. 

Yours truly. 

Dear Sir: 

No word from you yet! 
We're here; where are you? 
A 2-cent stamp will connect us. Here it is! 
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If some one has snitched your pocketbook or you 

have been burned out or lost your friends, give us the 

BIG IDEA, and we will help you. 

What do you say? 

Yours truly. 

If such letters do not bring about a settlement of the 
account, they are usually followed by others more serious in 
tone, callmg attention to the consequences of further delay. 

ASSIGNMENT 115 

Write a four-letter series to John B. Carleton, a young man 
who has bought a ten-dollar suit on the installment plan. 

SALES LETTERS 

io6. Sales Letters. The study of advertising and the prac- 
tice in sales talks have given you all the principles you need 
to enable you to write good sales letters. You may begin this 
work without further study. 

107. Announcements. The announcement of a special 
sale, exhibition, or demonstration holds a halfway position 
between an advertisement and a direct sales letter. It does 
not make a definite persuasive appeal as an advertisement 
or a sales letter does, yet it is in letter form and addressed to 
a particular person. The following illustrations show the form 
and purpose of such announcements. 

Dear Madaoi: 

You are oordlally Invited to be present at a 
Private Sale and Exhibition of Summer dress skirts, 
representing the season's newest models on 

Tuesday, July 3, 1917 at 10 A.M. 

This private exhibition has been especially ar- 
ranged for a few of our best charge customers. 

For this one day only, we shall offer several hundred 
handsome silk, light weight woolen and wash skirts in 
all sizes up to 36 belts actually worth SIO.OO 

at S5.00 each 
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You will, no doubt, select more than one of these 
beautiful skirts, but on account of this special price 
concession, every sale must be final. 

We trust you will find it convenient to be here 
early in the day. Please present the inclosed ticket 
on the second floor. 

Very truly yours. 

Exhibition from 

10 A.M. to 5.30 P.M. 

EDISON Diamond Disc Phonograph 
Dear Sir: 

Before laying aside this letter, please place 
the inclosed card in your card case. The next time you 
are in Boston, call at the address given. The quiet 
of our recital room and the music will greatly refresh 
you. You will not be importuned to buy. 
We hope to see you at your convenience. 
Yours truly. 

ASSIGNMENT 116 

1. Write an announcement of a special sale of women's 
hats or coats. 

2. Write an invitation regarding the Victrola. Make the 
wording your own. 

io8. Selling service. In both advertising and salesman- 
ship you learned that one of the important principles is knowl- 
edge of the customer. If you are to be successful in selUng 
service, you must know how the service meets the custom- 
er's needs. 

The Colonial National Bank has established a place of 
business at 47 Walnut street, Hyde Park, a residential suburb 
of Oakland, Michigan. 

Study of the Customer 

lOQ. Study of the customer. The president, in preparing 
to sell the service of the bank, decides to send out a large 



SALES LETTERS 157 

number of letters. He could, if he chose, send the same 
letter to everyone on the list that he has prepared. These 
people, however, are not alike in all respects, and, therefore, 
the letter that would be effective in its appeal to one person 
might not be effective in its appeal to another. 

The president, therefore, divides the names on the Ust into 
two classes. The first class is made up of those that have a 
check account with some bank in Oakland. The second class 
is made up of those that have not had such an account be- 
cause of the inconvenience of going to the city. These two 
classes are then subdivided. One subdivision of the first 
class includes the local business men. The second subdivision 
includes professional men, such as lawyers, teachers, and 
doctors. The first subdivision of the second class includes 
men. The second subdivision includes women. 

Just such a study and classification of the customer as this 
was made by the advertiser that wrote the two advertise- 
ments on page 98 regarding the use of the telephone. You 
can readily see that the letter adapted to a business man 
would not be adapted to a woman. 

Each of the four letters you are to write will make the 
appeal through convenience and service. Your problem is to 
adapt the appeal to each class of customers. 

The following examples illustrate the way in which two 
different appeals may be adapted in selUng telephone service. 
The prospective customers are supposed to live in the out- 
lying section of a country village. 

Dear Sir: 

You are always thinking of something to make 
housework easier for your wife. Have you never thought 
what a convenience a telephone would be to her? 

It is easy to forget to order something when the 
grocer's boy calls, or she may want something in a hurry 
when unexpected company comes. It's a long walk down 
town to the store. If she could step to a telephone 
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and order what she wants, she would be saved a great 
deal of worry and trouble. The cost Is very slight 
when compared with the convenience afforded. 

Talk this over with your wife to-night, and then 
sign and return the inclosed postal card. The tele- 
phone will be installed in your home before Friday 
night. 

Yours truly. 

Dear Sir: 

Have you ever thought of the pleasure a tele- 
phone would give your wife? 

The days often seem long to her with nothing to 
break the monotony of the housework. A pleasant chat 
with some of her neighbors or friends now and then 
through the day would brighten up the time wonderfully, 
especially on those cold or stormy days in winter. You 
could not make her a Christmas present that she would 
appreciate half so much as she will the use of a tele- 
phone. 

Please sign and return the inclosed postal card, and 
we shall be very glad to send one of our representa- 
tives to show you how easily the telephone can be 
installed. 

Yours truly. 

The above letters might have been written from other 
points of view. The appeal could be made through the idea 
of safety. Then you would point out the value of the tele- 
phone in case of sickness or a fire. 

ASSIGNMENT 117 

As president of the bank, write to Henry J. Adams, a 
grocer, 35 Central street. 

Which of the following openings gain most interest and 
attention? In other words, which make good points of con- 
tact? 
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1. We have opened a Banking Business at 47 Walnut street 
and solicit your patronage. 

2. The Colonial National Bank has opened for business and 
sohcits your banking account. 

3. You will be interested to know that there is now the 
convenience of a Banking House in your home town. 

4. We are announcing a fact of great importance to you. 

5. How many times luive you felt the inconvenience of doing 
your banking in Oakland? 

6. We are now ready to do your banking business for you. 

7. How often have you wished that there were banking 
facilities in Hyde Park? 

The first paragraph of your letter should contain only the 
point of contact. Do not copy from the above, but grasp the 
idea and work out something for yourself. 

The second paragraph should be a short explanation of 
how the bank will be a convenience to Mr. Adams and how 
it will serve his needs. Put yourself in his place and imagine 
how he will look at the proposition, and then write the para- 
graph from the customer's point of view. It should be largely 
in the form of persuasion and inducement. 

The last paragraph should suggest some easy way of open- 
ing an accoimt. Something Uke the following may be used. 
" By signing the inclosed card and presenting it at the bank, 
you will have your account opened without further ques- 
tions." This form of closing sentence, which makes action 
easy, is called in sales letters the clincher. 

Review what is said about paragraphing on page 32. 

ASSIGNMENT 118 

Write to John T. Holland, 14 Lake street, a teacher in the 
Oakland schools. 

How will you phrase the thought of your opening para- 
graph? Can you use the same idea as that in the letter above? 
Would some other form be more appropriate? 

The second paragraph should be different from that in the 
last letter, even though the first is not. You cannot appeal 
to Mr. Holland through the convenience in making change or 
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depositing every day. In what particular way may the bank 
be of service to him? 

The last paragraph may be similar to that in the letter 
above. 

no. Creating desire or need. In the last two letters the 
creating of a desire or need of having a check accoimt did not 
concern you. Both persons already had such an accoimt in some 
bank. Your purpose there was to arouse the desire to change 
the account from one bank to another. In the following let- 
ters you assume that no desire of having such an account 
exists in the mind of the prospective customer. The chief 
purpose of advertising, as you remember, is to create desire 
or need. This principle appUes with equal force to the sales 
letter. In the case of the persons to whom the letters regard- 
ing the telephone were sent, it is safe to assume that they 
had never particularly desired a telephone. The writer of 
these letters tried to create this desire or need by showing 
the pleasure or convenience its possession would afford. 

ASSIGNMENT 119 

Write to Charles H. Johnson, 84 Henderson avenue. He 
has never had a check account in a bank. 

Which one of the above opening sentences might be used 
in this letter? Why? Of the following which do you prefer? 
Give the reason for your preference. 

1. You need a check account in a bank to protect yourself. 

2. Did you ever pay a bill twice, because you had no receipt 
to show that you had paid it once? 

3. We can show you how to save a lot of trouble in paying 
your monthly bills. 

4. What a lot of trouble you have in paying your monthly 
bills in cash! 

5. A check account is a great advantage in making pa3nQaent 
of monthly accounts. 

6. Did you ever lose a friend, because he thought he had paid 
that bill.? 

7. A. "Will you settle this account?" 
B. "I have settled it!" 

A. "No, you haven't!" 

B. "I tell you I have!" 
A. "Prove it if you can!" 
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Write the letter, being as original as you can in expressing 
the point of contact. 

Just as the point of contact in this letter is different from 
that in either of the other two, so the persuasion and induce- 
ment will be different. Make the appeal as strong as you can. 
This is an opportunity to apply the principle of creating desire. 

The ending may be a courteous invitation to call at the 
bank and open the account. It would be well to refer to the 
courteous treatment accorded to all that do their banking 
here. 

ASSIGNMENT 120 

Write to AUce I. Brown, 83 Elm street, a teacher in the 
public schools of the town. 

This letter should be similar in form to those above, but 
it should be written in a very pleasant, conversational style. 
It may be longer and more detailed in explanation. Your 
opening sentence would certainly not be of the type indi- 
cated by the last example given above. The fourth illustra- 
tion in that group is nearer the type of what would be suit- 
able. The ending may be similar to that in the last letter, 
but particular emphasis should be placed upon the courtesy 
extended to ladies. 

Additional Assignment 

Write a letter selling the use of the bank^s safety deposit boxes. 
Write a letter soUciting the opening of an account in the bank's savings 
department. 

The above work has shown you the vital importance of a 
careful study of the customer. Without the application of 
this knowledge in your letters, you would have made your 
appeals in such a vague and indefinite manner that only poor 
results could have followed. 

Review Assignment 

Unity. Turn to page 79 and review each of the subdivisions under 
this topic. Take the letters that you have written in the last four assign- 
ments, and test every sentence according to the principles of unity. 
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Explain in class why any ten of your sentences are units. Rewrite any 
ten that may be improved. Tell why you made the changes. 

Punctuation. Turn to page 18, section 15, and review the punctua- 
tion of compound sentences. In these letters pick out every compound 
sentence, tell why it is compound, and see that it is properly punctuated. 

III. Selling goods. In passing from the work on selling 
service to the work on selling goods, you take up the study 
of the sales letter as it is most widely used in business. This 
letter is usually longer than those that you have just written, 
and more care is required to make it effective. Following is a 
good example of this type of letter: 



I 



Dear Sir: 

If everyone got up froa the table In your 



*o ^ dining room with a feeling of satisfaction, what a 
fl^ wonderful advertisement it would be for your res- 
Pli taurant! 

Nothing spoils an otherwise good meal like a 
^ cup of. poor coffee. No matter what pains you take 
S with your muffins, your chops, or your griddles, 
a there is no enjoyment in eating them if the coffee 
is bitter or tasteless. 

Excelsior Blend Coffee is the perfection of long 
g experience in cultivating and blending coffee. This 
"g coffee comes to us from our own plantations in Bra-* 
zil, where scientific experiment has resulted in 
producing a berry that cannot be surpassed in 
flavor. 

During the few months since Excelsior Blend was 
put on the market, it has gained a remarkable repu- 
tation. You can prove this by calling up Mr. 
Townsend, proprietor of the Allison hotel in your 
£ city. He sent me a letter a few days ago, in which 
he expressed his complete satisfaction with Excel- 
sior Blend Coffee, and he will serve it exclu- 
sively in the future. Similar gratifying reports 
have come from other users of Excelsior Blend. 






o 
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P Will you not Join this satisfied coapany of 
•s hotel and restaurant keepers, and have the plea» 
g sure of hearing your guests remark, "I'll take an- ^ 
^ Other oup of that coffee, if you please; it Just 
hits my taste " ? , 

This coffee is offered at the very low price of 
25i per pound delivered, with a cash discount of 
"g 5%, This is an attractive proposition when you 
B consider the excellence of the quality. We are 
^ also sending to each new customer our expert 
d coffee maker, who will co-operate with you in pro- 
ducing a finer oup of coffee without increased 
expense . 
ih The stamped envelope inclosed is for your con- 
'u venienoe in sending for a trial order of 25 pounds. 
Sign the order and mail now. 

Yours truly. 



a 



For the sake of comparison the preceding letter has been 
rewritten below in the stereotyped form. 

Dear Sir: 

We wish to interest you in a proposition that 
will make your restaurant popular. 

With poor coffee one never enjoys his food, no mat- i 
ter how good it is or how well cooked it may be. 

Our Excelsior Blend Coffee is grown and put up by 
ourselves, and it is as nearly perfect as coffee can 
be. We are cultivating a very fine grade on our planta- 
tions, and it is prepared and put up according to the 
most approved methods. 

It has been on the market but a short time, yet many 
have tried it and found it of excellent quality. 

You will find that it will please your guests, and 
they will want more of it. 

We are offering this coffee for 25fi per pound de- 
livered, with a cash discount of 5%, This is a very 
low price for coffee of such quality. If you should. 
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decide to take a trial order, we will have our expert 
coffee maker call on you, and he will advise you re- 
garding the best methods of coffee making. 

If you are interested, sign and return the inclosed 

card. 

Yours truly 

In the point of contact in these two letters, what contrast 
is there between the we and the you attitude? Which is the 
more effective in gaining attention? Which calls up a definite 
picture in the reader's mind? Which is in specific words? 
Which is in general words? Turn to page 17 and review the 
paragraph on the value of specific, or definite terms. 

The force of the interest paragraph in the first letter lies 
entirely in the use of specific words. Point out these words. 

Which explanation paragraph do you prefer? Why? Does 
the explanation form any part of the proof? Turn to page 9 
and read what is said about the use of explanation and de- 
scription in argument. 

The fourth paragraphs illustrate the difference between 
proof and assertion. What is the proof in the first letter? 

In what way is persuasion in the first letter suited to the 
reader? Review the paragraph about persuasion on page 9. 

In the second letter, why is " If you should decide to take 
a trial order '' poor inducement? In which is the phrasing 
of the thought regarding the expert coffee maker the better? 
Why? 

Which clincher makes the better inducement to action? 
Why is one negative in its suggestion? Why is the other 
positive? 

112. The appeal. The appeal in both these letters is to 
self-interest. How many times in the first letter are the in- 
terests of the reader definitely mentioned or suggested? How 
many times are they referred to in the second? Is anybody 
in particular referred to in the second paragraph of the second 
letter? 
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113. A single, definite impression. Which letter has the 
real coffee tastef Point out the words or phrases that produce 
this effect? How many times is Excelsior Blend repeated in 
the first letter? What is the writer's purpose in this repetition? 

114. Individuality. You sometimes say of a particular per- 
son, '' He has no individuality. He is too commonplace to 
attract attention." You mean by this that he has no marked 
traits of character, no unusual looks or habits of action that 
distinguish him from others. How does this thought apply 
to the letters above? Which is commonplace? Which ^as 
characteristics that make you " look and listen,'' as you do 
when you come into the presence of an unusual person? 
What does the use of specific terms have to do with giving 
individuality to this letter? How does the friendly, conver- 
sational tone of the writer help to give it this quaUty? 

115. Inclosing printed matter. If you wish to support 
your arguments by letters from satisfied users of yoiu* goods, 
you may inclose such letters with the sales letter. This is 
a better plan than to make your letter toa long by quoting 
from them. Short quotations, however, may be effectively 
used. More complete description or explanation than your 
letter will allow may be inclosed in the form of folders or 
booklets. 

Study of the Goods 

116. Study of the goods. In preparation for the following 
letter you should review pages 90 and 110 regarding knowl- 
edge of the goods as it applies to advertising and salesman- 
ship. The same principle applies to sales letters. Although 
you are concerned here chiefly with facts about the goods, do 
not forget the customer. 

ASSIGNMENT 121 

James A. Grant, 75 Lothrop street, Reading, Ohio, has 
built ten single houses on Highland avenue. He has secured 
a list of fifty prospective customers. 
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Before writing he thinks of the facts relating to hi^ houses 
and groups them under heads that will appeal to the customer* 
He jots them down as follows: 

Durability. 

Best material used. 

Best workmanship. 

Slate roofs. 

Cement constjruction. 
Reputation as a builder. 

Long period of business. 

Steady growth of business. 

Many satisfied customers. 
Description. 

Number of rooms* 

Kind of rooms. . 

Kind of wood finish. 

Paint, stain, or varnish. 
Up to date. 

Steam heat. 

Electric lights and gas. 

Sleeping porch. 

Large living room and den. 
Locality. 

Near car line. 

No double houses near. 

Street, sidewalks, and sewer completed. 

He does not forget the customer, and so he adds: 

Ownership. 

Waste of rent money. 

Pride of ownership. 

A home a permanent asset. 
Easy terms. 

Small cash payment. 

Mortgage fiiianced. 

117. Length of the sales letter. A sales letter should 
generally be not more than a page in length. Unless your 
message is unusually important, you cannot hold the reader's 
attention through two or three pages. 

118. Selection of facts. It is clear that you cannot crowd 
all the facts in the outline above into a page letter. You 
might as well sei:id out copies of the outline as it stands. If 
you attempt to make top many appeals, the total effect will 
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be weak. There should be one leading appeal, although 
other facts may be mentioned in a subordinate manner. In 
a sales letter, as in an advertisement, the amount of informa- 
tion that you may use regarding the goods is determined by 
the space at your disposal. This limitation makes it necessary 
for you to select those facts that will make the most effective 
appeal to the prospective customer. 

If you decide to make durability the leading thought, how 
should you phrase the point of contact? Which of the follow- 
ing is best suited to catch the attention? In which is the 
" we " and '' our '' attitude too prominent? 

1. We have a proposition in houses that you cannot afford 
to miss. 

2. We wish to call attention to the new houses that we have 
just completed on Highland avenue. 

3. The same honest workmanship that has always character- 
ized our building has been put into our new houses on High- 
land avenue. 

4. If you knew that you could have a house that would not 
need repairing even when your grandchildren are living in it, 
you would be glad of the opportunity to get it. 

Yoiu" paragraph of description and explanation may in- 
clude a reference to some of the facts under " Description '' 
and " Up to date.'' 

The facts under " Reputation '' would naturally make 
good proof of durability. 

After you have finished your persuasion and inducement, 
what sort of clincher will you write? Which of the following 
do you prefer? Why? Which do you consider poor? Why? 

1. If you are interested, let us know. 

2. Sign and return the inclosed card if you are intending to 
buy. 

3. If you will fill in the date and time on the inclosed post 
card and return it to us, we shall be very glad to take you out 
and show you these houses. 

ASSIGNMENT 122 

Mr. Grant may decide not to send the same letter to all 
the prospective customers. Write a second letter, making the 
chief appeal through ownership. 
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In your work on the Business of the School you learned 
something about the purpose of the follow-up letter. Those 
that fail to respond to the appeal of durability might be in- 
fluenced through the appeal to ownership. The letter you 
are to write now would make a good follow-up letter. 

Oral Assignment 

1. One of Mr. Grant's prospective customers returns the card, stating 
his desire to see the houses. Take him out to see them. Drive about the 
city and show him houses that you have built and sold in the past. Sell 
him one of the new ones. 

2. As a house looks much better and sells more readily if furnished, 
Mr. Grant is living in one of these houses. Take the prospective customer 
and his wife through this house and sell it to her. 

Additional Assignment 
Write sales letters for building lots, stores, etc. 

Follow-up Sales Letters 

iiQ. Follow-up sales letters. As was indicated in the last 
assignment, the piu-pose of the follow-up letter is to influence 
the customer by an appeal different from that used in the 
previous letter. You studied the same principle with refer- 
ence to the follow-up letters of a collection series. There each 
letter of the series embodied a new appeal stated in a more 
emphatic form than that in the preceding letter. 

Each letter in the sales series should be a complete sales 
letter in itself. There is sometimes, however, an apparent 
departure from this general principle in the case of the first 
letter in the series. In this letter the writer often aims merely 
to arouse interest in the proposition, leaving specific appeals 
and details for the following letter. Such was the writer's 
aim in the first letter regarding motion pictures in the 
example below. 

Each succeeding letter may refer to the previous corre- 
spondence, or it may be independent of it. If, in the second 
or third letter, you wish to repeat anything that has been 
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stated before, you should refer to it something like this: 
" In our last letter we explained to you the advantages, etc." 
Then summarize the facts. If you wish to repeat arguments, 
it is a good plan to put them more in the form of persuasion 
than they were in the former letter. Referring to previous 
correspondence in the body of the letter is much better than 
referring to it at the opening of the letter. You should never 
begin the second letter Uke this: " We have not received an 
answer to the letter we wrote you June 3, and we are at a loss 
to know the reason why." 

The following examples illustrate the follow-up series. The 
first series contains two letters. The second contains three. 

1 

Dear Sir: • 

Of all business assets foresight is the greatest. 

If you and I could forecast the exact status of 
things one year or even one aonth from this day, our ; 
success would be iuneasurablef 

This company has complete foreknowledge in one 
thing! It is producing motion picture courses for 
schools and colleges that have taken the whole edu- 
cational world by storm. It is developing a business 
that from nothing will run over a million in two years. 

Are you willing to be shown how to turn this fore- 
knowledge to your advantage? 

Very truly yours. 

2 
Dear Sir: 

You would rather have your money earn 10% than 
A% if it could be done with safety. 

The cumulative Preferred stock of this company will 
pay 10%. It is SAFE, and will yield 2 1-2 times sav- 
ings bank interest. 

The company has at present TANGIBLE CONVERTIBLE 
ASSETS of nearly two dollars for every dollar invested. 
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Its motion pictures and projectors are perfectly 
adapted to teaching. The demand for such equipment is 
UNIVERSAL in schools, in churches, and for popular 
education. 

The sale of but ONE COURSE a year to only 300 out 
of the 60.000 schools In the United States will yield 
a profit of 46% on our capital, assuring the regular 
payment of a 10% DIVIDEND. 

Worcester investors have investigated, recognized 
; the opportunity, and up to the present have invested 
FIFTY THOUSAND DOLLARS with us. The issue is limited, 
before long it will all be sold. 

Your investment will return a SPLENDID PROFIT and 
at the same time will further an enterprise of real 
value to the cause of education. 

Consider this opportunity, then ACT before it is 

TOO LATE, 

Very truly yours. 

What is the difference in the points of contact in the two 
letters above? 
In which are description and explanation more detailed? 
In which are proof and persuasion stronger? Why? 
What inducement to action does each contain? 

1 

Dear Sir: 

Some merchants — florists, confectioners, and 
others — make fortunes by charging about forty per cent 
more for their goods than others ask for the same thing 

The inference is that because the goods cost more 
they are of better quality. 

In building HUDSON enclosed cars we have proceeded 
on exactly the opposite plan. 

We have contracted for the very finest and most ex- 
pensively constructed enclosed bodies to be had in 
America, and we have mounted these enclosed bodies on 
the Super-Six chassis. 
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Then we have set the price at a figure that makes 
the ownership of a fine enclosed car a practical and 
reasonable investment rather than a luxury so expensive 
as to make one wonder whether ^ it is practical or not. 

In doing this we have not sacrificed one thing in the 
Individuality you find so pleasing in a handsome equi- 
page. 

Where one dealer may show you two or three enclosed 
styles, we show you six. We show you different color 
schemes and different upholster ings: all in excellent 
. taste and some one of which is sure to meet your per- 
sonal requirements. 

We show you cars which are conceded by those who have 
examined them to be the smartest on the road. 

Call and see for yourself. Phone Back Bay 5330 or 
write for catalog or demonstration. 

Yours very truly, 

P.S. Price of Limousines, Town Cars and Landaulets 

S3000 to S3100. Cabriolets S2025. Sedans S2250. 

2 

Dear Sir: 

This is closed car year. 

More people than ever before are realizing the won- 
derful comfort and luxury as well as the practicability 
of closed cars. 

The streets of Boston this winter present a changed 
appearance owing to their increased use, and the smart- 
est cars on the streets are HUDSON Super-Sixes. 

HUDSON Limousines are the last word in elegance and 
comfort, and HUDSON Town Cars for people not needing the - 
room of a full size Limousine have set a new standard 
of smartness. 

THese cars attract instant attention. Any owner will 
tell you that when his or her Super-Six is standing in 
the shopping district or at the theatre, the chauffeur 
is besieged with inquiries* 
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You will thoroughly enjoy owning an enclosed Super— 
Six and the price aakes it a reasonable purchase. 

Let us talk with you now so that there may be no 
delay in delivery. The enclosed card will bring you our 
catalog. 

All styles are on display at our sales-rooa and 
demonstrators at your service. Phone Back Bay 5330. 

Yours very truly, 

3 

Dear Sir: 

When you look at HUDSON enclosed cars we ask you 
to price them mentally at S5,000. 

If you have been paying that price for enclosed cars 
in the past, or if you have been looking at cars that 
cost that price now, we ask you to compare the HUDSON 
with such cars point for point and detail for detail. 

It is a fact of which you can assure yourself that 
this year we have no real competition on either Limou- 
sines, Town Cars or Landaulets. 

Such a statement would be foolish if it were not 
true, but being true is it not to your interest to look 
carefully into this car now? 

Biddle & Smart, closed bodies built in Amesbury, are 
as far ahead of western stock bodies as Boston is ahead 
of a crude Western town. 

If you are buying a fine car you want the best, and 
we can furnish it. 

May we send a car to bring you to our store? Advise 
when on the enclosed postal card. 

Yours very truly. 

In each of the three letters above how is the point of con- 
tact established? 

Contrast the description and explanation in each. 

Contrast the proof and persuasion in each. "^ 

Are any facts repeated in the second and third? 

Contrast the inducement to action in each. Which is the 
strongest? Why? 
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120. Letters to women. You will find that a great deal 
has been written about the character of sales letters to wo- 
men. To say that such a letter should never contain an ex- 
planation nor an appeal to reason is to fail to recognize how 
much of the world's merchandise is bought by women of 
practical common sense. 

For example, begin the letter on page 162, regarding coffee 
in the following manner. 

" If your husband always got up from the breakfast table 
with a feeling of satisfaction, how much more pleasant the 
day's work would seem to him." 

Make similar substitutions throughout the letter, leaving 
out the part referring to the expert coffee maker, and change 
the trial order to one pound. 

With. these changes the letter would make as strong an 
appeal to himdreds of housewives as it would to the restau- 
rant keeper. 

Appeals to the instinctive feelings and emotions of women 
are, of course, readily responded to, but such appeals are by 
no means ineffective with men. The appeal to vanity and 
pride has a strong influence with some women, but the ad- 
vertisements of young men's clothing show that such an 
appeal has a recognized value in selling to men. 

The letter may be longer than that to a busy man, because 
she has time to read it. The tone should be formally poUte 
and conversational. 

The H. B. Morrison Company, 27 Union street, Columbus, 
Ohio, manufacture the Empire Electric Carpet Sweeper. 
They establish an agency in Hartford, Connecticut, 35 Pearl 
street, under the direction of A. F. Cummings, sales agent. 

Before Mr. Cummings begins his work of advertising and 
letter writing, he draws up the following outline: 

Saving of time. 
Time spent in sweeping rugs in the house. 
Time spent in taking rugs out to be beaten. 
Time spent in cleaning with Vacuum Sweeper. 
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Saving of labor. 

The hard work sweeping with a broom. 

The long time spent dusting after sweeping with a broom. 
Sanitary. 

No disagreeable dust in the air. 

No dust to spread disease germs. 
Cheap. 

Cost of electric current only a few cents an hour. 
Much less than the hire of a maid with a broom. 
Much less than the cost of beating out of doors. 

ASSIGNMENT 123 

1. Write a placard to be placed in the show window. 

2. Write two street car adveriiisements, each making q, 
different appeal, 

3. Write an advertisement for the local papers. 

The sales agent now plans a series of letters. He has the 
names and addresses of one hundred women, in whose homes 
there is electric cmrent. 

ASSIGNMENT 124 

Write a two-letter series according to the plan illustrated 
by those regarding the motion picture. Determine first what 
you will use for your chief appeal in each. Which of the fol- 
lowing openings are more effective than others? Which are 
too commonplace to attract much attention? Is an opening 
in the form of a " scare headUne '' good? What is the usual 
effect of over emphasis? Why does the conversational form 
make a good point of contact? Which are from the point of 
view of the customer? Which are from the point of view of 
the seller? Which point of view is better? Why? 

1. This is a day of labor-sa\diig devices. 

2. We can show you how to make your house cleaning easy. 

3. If you could get your morning's sweeping out of the way 
by nine o'clock, how much easier the day's work would be! 

4. Should you like to know how lo get your morning's 
sweeping done by nine o'clock? 

5. We wish to call your aitt^itiou to the usefulness of a 
Vacuum Cleaner in your home. 
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6. The Vacuum Cleaner is one of the many modern devices 
for m^ng housework easy. 

7. "The electric vacuum cleaner has solved the servant 
problem for me." So savs Mrs. Brown. 

8. Stop and think. Are you still spreading disease germs 
by the old-fashioned method of sweeping? 

In writing this letter follow the example closely. After the 
point of contact sentence write a short paragraph to arouse 
interest in your proposition. Then in six or eight lines develop 
the appeal that you decided upon. End with a question corre- 
sponding to that In the example. 

The second letter of this series should be a complete sales 
letter of seven paragraphs according to the plan of the letter 
written by the coffee merchant. You can get from dealers 
advertising material on vacumn cleaners, which will help you 
in your description and explanation. 

Oral Assignment 

1. Mrs. Hawley comes to your sales room. Sell her a sweeper. 

2. Mr. Kennedy comes in. Sell him a sweeper. Talk to him from the 
point of view of his wife. 

3. Mrs. Parker took a sweeper on ten days' free trial. She notifies you 
to send for it, as she does not like it. Call at her home and sell her the 
sweeper. 

Additional Assignment 

Write sales letters for sewing machine motors, electric flat irons, wash- 
ers, fans, etc. 

ASSIGNMENT 125 

The Ashley Metal Weather Strip Company, 24 Devonshire 
street, Boston, Massachusetts, has secured the names of a 
number of men building residences for themselves. 

Write a three-letter series. Use but one appeal in each 
letter, taking them in the order in which they are in the out- 
line. 

If you know nothing about this device, you can simply 
describe it as fitting closely round the windows and doors, 
assuming that a salesman will call and show the customer 
how it works. 
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Comfort. 

No cold wind blows in round the doors and windows. 
House an even temperature throughout. 
No dust blows in round the windows. 
Economy. 
Takes less coal to warm the house in winter. Costs less in 
the end than double windows. 
First cost the only expense. 
$2 a window: $4 a door. 
Never wear out. 
Never out of repair. 
Double window troubles. 
Must be constantly repaired. 
Must be stored in summer. 
Inconvenience in putting on and taking off. 

Oral Assignment ^^ — 

Call upon one of the men that did not answer your letter and sell him 
the weather strips. 

Additional Assignment 
Write a follow-up series for window and door screens. 

121. Answering requests. A request for information re- 
garding goods or a reply to an advertisement should be con- 
sidered as an opportunity for a sales letter. If you merely 
give the information desired or send printed matter relating 
to the proposal, you offer no inducement to the person to buy 
your goods or to accept yoiu* proposal. 

122. Arrangement of the parts of the letter. In the sales 
letters written above you have arranged the parts in a regular 
order of paragraphs. The order of the thought should in 
general proceed from point of contact through interest, ex- 
planation, proof, persuasion, inducement, and clincher. 
Sometimes, however, when the description or explanation is 
an argument, a sentence of persuasion or inducement follows 
it. This is a good plan, although other persuasion and induce- 
ment may be used in the last part of the letter. 

If the letter is not more than half a page in length, the 
point of contact and interest may be grouped in one para- 
graph. Proof and persuasion may also be joined in a similar 
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manner. Persuasion and inducement may be so closely re- 
lated that they naturally form a single paragraph. Such 
grouping of related thoughts gives the letter a better appear- 
ance, as it avoids a succession of short paragraphs of the same 
length. 

In the following assignment you should begin your letter 
with a careful explanation of your plan. This is the natural 
point of contact. You should make definite references to the 
catalogue. If the explanation is done well and the advantages 
of the offer clearly described, the reader will be interested and 
will have a desire to accept the plan. 

After the explanation, write the sales part of the letter 
according to the appeals in the following outline. The ending, 
or clincher, should suggest some easy way of ordering the 
piano. 

ASSIGNMENT 126 

Mason & Webber, 89 Boylston street. Providence, Rhode 
Island, are manufacturers of pianos. From their advertising 
they receive the following signed coupon: 

Please send me catalogue, also list price of bargains, and 
full information regarding your Rental Purchase Plan. 
Name Mrs. Henry D. Miller 
Address 54 Dwight St., New Haven, Conn. 

Bargain. 
Especially low price. 
Includes delivery to your home. 

Reputation. 
Old and reliable firm. 
Standards of quality recognized by everybody. 

Guarantee. 

Piano taken back. 
Satisfaction assured. 

Oral Assignment 

After renting the piano for two months, Mrs. Miller decides not to 
keep it. As salesman for the company, call upon her and persuade her 
to buy it. 
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Additional Assignment 

Write a sales letter in answer to an inquiry regarding a club plan of 
fidlling sewing machines. 

123. The headline in a sales letter. Very often a sales 
letter is introduced by a short headline in capitals. This 
helps to catch the attention and to emphasize the leading 
appeal. For the following letter you might use something Uke 
this: A PENNY SAVED IS A PENNY EARNED. 

ASSIGNMENT 127 

Fowler & Cleary, 632 Main street, San Franci3Co, CaU- 
fomia, manufacturers of couch hammocks, are seUing direct 
to the people. 

Write a letter, making your chief appeal through the first 
topic of the outUne. 

Save the middleman's profit. 
Contrast price with retail price. 
Create feeling of necessity of saving. 

Quality. 
Describe material fully. 

Guarantee. 
Money rounded. 

Let your clincher be something like this: 

Pin a two-dollar bill to this letter and return. Your ham- 
mock will be sent, express prepaid, the balance to be paid on 
delivery. 

Oral Assignment 
Wait on a customer in a store and sell her piazza chairs. 

Additional Assignmefni 
Write a sales letter for summer cottage furniture. 

ASSIGNMENT 128 

Jordan and Hinkley, 186 Tremont street, Yonkers, N.y., 
are salesmen for the King Player-piano. 
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Write a sales letter with the following appeal: 

Double service. 
Used by the family as an ordinary piano. 
Used with the player. 
Entertaining q,nd educative. 
Gives you the wonderful playing of the masters. 
Cultivates liking for the best musijc. 

Oral Assigfrntent 

Wait on a customer in a store and sell him some musical instrument 
with which you are familiar. 

Additional Assignment 

Write a sales letter for a piano, making the appeal to the parents 
through their interest in their children. 

ASSIGNMENT 129 

The Sunlight Cracker Company, 35 Washington street, 
Boston, Massachusetts, are makers of fancy crackers, cook- 
ies, jelly, and marmalade. 

. Write a sales letter to a woman that very often entertains 
her friends. Make the letter entertaining and conversational. 
Take her troubles to heart and help her out. Arrange her 
table for her. Emphasize the following appeals: 

Hospitality. 
A little afternoon luncheon for your friends. 

No worry. 
Take up the small details carefully. 

Oral Assignment 

Call on a housekeeper and interest her in a new brand of cocoa and 
cooking chocolate. 

Additional Assignment 
Write a letter selling Reliable Flour. 

Review Assignmerd 

CoHERWJ€B. Turn to page 82 and review each subdivision under this 
topic. Take the letters that you have written in the last 5 assignments, 
anid test every sentence according to the principles of coherence. 

Explain in class why any ten of your sentences are coherent. Rewrite 
any ten that may be improved. Tell why you made the changes. 
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Punctuation. Turn to page 24, section 19, and review the punctua- 
tion of adverbial clauses. In these letters pick out every adverbial clause, 
tell why it is adverbial, and see that it is properly punctuated. 

Justify the use of shall and mill wherever you have used either. 

ASSIGNMENT 130 

Brockway & Jones, 79 Exchange street, Bangor, Maine, 
have the exclusive agency for the Cranf ord Cooking Range. 

Write a sales letter, using the first topic as your leading 
appeal: 

Popularity. 
Many using them. 

Special features. 
Get advertising matter from a dealer to help you. 

Oral Assignment 

Call on a man in his office and sell him an automatic gas range. Make 
your appeal from the point of view of the convenience to his wife. . 

Additional Assignment 
Write a sales letter for a gas heater to be attached to the water tank. 

ASSIGNMENT 131 

Crowell & Harty, 325 Commercial street, Denver, Colo- 
rado, are life insurance agents. 
Write a letter emphasizing a single appeal: 

Family affection. 
Dwell upon the way he is working from day to day to 

provide for his family. 
Arouse the f eehng of security in provision for the future. 

Oral Assignment 

Sell life insurance from the point of view of investment and old age 
annuities. 

Additional Assignment 

Write a sales letter to influence parents to take insurance policies 
for their children as an investment for them. 

ASSIGNMENT 132 

Carter & Haynes, 76 Front street, Baltimore, Maryland, 
are importers of fine millinery. 
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Write a letter to the wealthy class as follows: 

Imported. 
Refer to the makers and their standard quality. 

Exclusive styles. 
Study the display window in the stores for ideas. 

Oral Assignment 
Wait on a customer in a store and sell her an expensive hat. 

Additional Assignment 
Write a sales letter for imported china. 

ASSIGNMENT 133 

The Universal Correspondence School has an excellent 
course m Busmess EngUsh. 

Write soUciting enrolhnent m this course. Make the fol- 
lowing appeals: 

Ambition. 
Arouse desire to rise in the world. 

Efficiency. 
Picture the value in gaining high positions. 

124. Letters to people living in the country. These 
letters should have the same general characteristics of any 
other good sales letter. They may, however, be longer than 
those to business men. They should be written in clear, plain 
language with a tone of absolute sincerity. 

ASSIGNMENT 134 

Write to Charles T. Simpson, showing the value of a fire 
extinguisher. Use the following appeal : 

Safety and protection. 
Make a vivid picture of what happens when a fire starts in the 
country. 

Explanation. 
Describe carefully how to use it. 

Oral Assignment 
As agent sell a cream separator to the owner of a dairy farm. ; 
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Additional Assigrmenl 
In reply to an inquiry from Mrs. Simpson, write from a mall order house 
regarding table silver ware. 

ASSIGNMENT 135 

Several lumber firms do a large business in preparing the 
framework and finish for houses so that the material is ready- 
to be put together by the builder. Many magazines contain 
advertisements of this plan, and you may be able to get help 
from them. 

As local agent for one of these firms, write to Horace A. 
Wellman, who, as you have leanied, is thinking of building a 
house for him s elf. Inclose booklet, referring to it in your 
letter, and appeal to him as indicated below: 

Artcraft Homes. 
Cheap. 

Saving in cost of material. 

Saving in cost of labor. 
Attractive exterior designs. 
Convenient arrangement of interior. 
Guarantee. 

Oral Assignment 

As agent sell some kind of farming machinery to Mr. Wellman. 

Additional Assignment 

In reply to an inquiry from Mrs. Wellman, write from a mail order 
house regarding shoes. 

125. Letters to dealers. In writing to a dealer you are 
limited to two appeals. In the first place, you must show him 
that the goods will sell easily. In the second place, you must 
make the price such that he can realize a fair profit. 

ASSIGNMENT 136 

Write to the Lowell Grocery Company regarding the Arm- 
strong Brand of canned goods. Follow the appeals mentioned 
above and show him why the goods will sell well. Quote com- 
parative prices, so that he will see his profit. Offer to help him 
in advertising. 
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Oral Assignment 

As special demonstrator go to the company's store and demonstrate 
the goods to customers. Give them samples to take home. 

Additional Assignment 

1. Assuming that you have received no reply from the first letter, write 
a follow-up letter to the company. 

2. It is customary for the wholesaler to write a letter which the retails 
sends to his customers. Write such a sales letter for the Lowell Company 
regarding these goods. 

Review Assignment 

Emphasis. Turn to pa^e 85, and review each sub-division under this 
topic. Take the letters that you have written in the last five assignments 
and test every sentence according to the principles of emphasis. 

Explain in class why any ten sentences are emphatic. Rewrite any ten 
that may be improved. Tell why you mads the changes. 

Punctuation. Turn to page 34, sections 29-31, and review the punc- 
tuation of adjective clauses. In these letters pick out every adjective 
elause, tell \^hy it is an adjective clause, and see that it is properly punc- 
tuated if it requires punctuation. 

Review also sections 34, 36, 38, s.nd 39. Apply these rules to the letters 
you are studying. 

DEPARTMENTAL LETTERS AND REPOkTS 

126. Business organization. You know from your experi- 
eace in school how important organization is in business. 
Your school system has, of course, various departments. 
Your own school probably has departmental organization, 
different teachers being responsible for the scope and method 
of the different subjects taught. In the school paper, too, 
you know that the staff is composed of the Business Depart- 
ment and the Editorial Department, and the work of the 
latter subdivided among different persons who are responsi- 
ble for editorials, stories, poetry, illustrations, athletics, and 
exchanges. Just so it is with business. In every concern the 
work has to be organized so that time and money may be 
saved and responsibility fixed. The larger the concern, the 
more extensive, of course, the organization. One company, 
for example, may have the following departments: 
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Production Operation 

Designing Legal 

Personnel Reviewing 

Laboratory General Office 

Distribution Finance 

Each of these may be subdivided into smaller departments. 

It is necessary in business that orders should be definitely 
^ven, questions specifically and intelhgently asked and 
answered, and that some record of all communications be 
kept. This has generally ehminated the giving of oral orders 
on important problems and made imperative the sjrstem 
of written conamunication between departments. Of course, 
these communications are dictated by responsible executives 
and transcribed by the clerical force. As each item must be 
checked up and available for reference, three or four copies of 
each letter are made. The original goes to the addressee, the 
second is retained by the person who dictated it, the third is 
sent to the permanent flUng department of the firm, and the 
fourth is sometimes sent to the head of the department. 

In order to prevent departmental letters from being mixed 
with outgoing letters, they are usually written upon paper of 
special size or color, or both. As they go to difiFerent depart- 
ments of the house, the usual formal heading, introductory 
address, and salutation are needless, and a uniform system of 
mechanical details is adopted in each house. The date, too, 
is indicated in abbreviated form. The following are copies of 
departmental letterheads. 

MEMORANDUM 

X in space indicates I | 
return to original sender I I 

TO FROM DATE 

SUBJECT 



MEMORANDUM LETTER 



TO 

FROM 

SUBJECT 
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In departmental letters the absolute essential is clearness. 
Questions take time and delay action. Therefore points of 
possible doubt must be anticipated and cleared up. There is 
also no need of establishing personal relationship, so that 
courtesy should receive less consideration than directness 
and completeness. 

The following letters are specimens of effective dictation. 

1 

TO A F CO BOSTON Mr L 

FROM I S & E CO EXECUTIVE DEPT CRB— FEB 12-18-17 
SUBJECT AXMINSTER DYE HOUSE LAYOUT FOR SAXONVILLE MILLS 

The Production Department submits herewith for ap- 
proval revised plan for the axminster dye house at 
Saxonville. 

The correotions are in aocordance with verbal in- 
structions and conditions under which you approved the 
original print on December 6. 

This corrected print shows the same machinery lay- 
out, but leaves the building in its present angular 
relation to Building #4; the building simply being 
moved back, the front of it lining up with Building 
#4 so that a future extension may be made to Building 
#3 without interference. 

This plan also shows provision for a receiving room 
in the connecting link between the dye house and Build- 
ing #4; this room to be used for receiving pastes and 
color supplies. 

The Production Department is forwarding a copy of 
this print to the Building Design Department at this 
time in order that they may proceed with getting out 
their revised plans of the dye house, as it is under- 
stood that your approval of the original layout on 
December 6 also applied to this corrected plan. 

Signature 
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What makes the precedmg letter clear, direct, and com- 
plete? Notice that the brief opening paragraph states the 
message of the letter; the second cites the authority for the 
changes referred to; the third explains what is retained and 
what changed in the original; the fourth shows additions to 
be made; the fifth announces the starting of the machinery 
for action. 

The initials before the date show who dictated and who 
transcribed the letter respectively. 



TO I S & E Co BUILDING DESIGN DEPT. MR X 
FROM I S & E CO PRODUCTION DEPT. CHB— FEB 12-18-17 
SUBJECT AXMINSTER DYE HOVSE LAYOUT FOR SAXONVILLE MILLS 

Attached is approved print of the axninster dye 
house at Saxonville Mills. 

This print shows the building moved back parallel 
to its present position so that the front will line up. 
with the front of Building #4 in order that Building 
#3. in the future, may be extended without any inter- 
ference. Also, an extra bay is added on the south- 
west side. A connecting building is to be built be- 
tween the dye house and Building #4. This is to serve 
not only as a passage-way, but as a receiving room for 
color supplies and pastes to be used in Building #4. 

Signature 
Enclosure 

The above letter, on the same subject as the first, is also 
direct and complete. It is especially concise, for the ad- 
dressee is receiving the print with full specifications. The 
opening paragraph bears the message. The second briefly 
summarizes the changes and additions in order that the ad- 
dressee may not be obliged at the outset to examine the print 
in detail to learn the general nature of the changes. 
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ASSIGNMENT 137 
1. Point out the purpose of each paragraph in the following 
letter. Show how clearness has been secured by anticipating 
possible difficulties. 



TO I S & E CO CONSTRUCTION DEPT. MR F 
FROli I S & E CO DEPT. OF PERM. EQUIP. DESIGN 

FPG:EAT 12-13-17 
SUBJECT INSTALLATION OF HEATING SYSTEM IN MILL #1 

It has been decided to substitute Thermograde Ther- 
mostatic return valves instead of those specified for 
the return end of all heating units and drip pipes 
. throughout this Bill. 

Regarding drip valve? it will be necessary to use 
3/4" valves instead of 1/2" valves shown on the draw- 
ing. There seems to be some misunderstanding as to 
the size of vacuum valves to be used, and we are send— : 
ing you below a list of sizes: 

SQUARE FOOT 
SIZE OF VALVE OF COILS 

1/2" 120 

3/4" 288 

1" 720 

You will please omit for the present the top three 
lines of 1-1/4" pipe on the east, south, and west 
walls of the building, but install the necessary 
cleats, hook plates, plu^ Tees, ate, for these pipes 
SP that they can be installed at a later date if nec- 
essary. 

Signature 



2. What is the purpose of the following letter? Is it ef- 
fective? Why? 
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TO I S & E CO TRAFFIC DEPARTMENT MR. J 
FROM I S & E CO PURCHASING DEPT. HSRiRJM 12-18-17 

SUBJECT FILE # 

I received notification this morning from the 
American Felt Company at Hyde Park, Mass., that the 
above car was received by them this morning. This car 
was originally consigned to Saxonville Mills and trans- 
ferred to this Plant while en route. 

This Plant has only about two weeks' supply on hand, 
and everything should be done in rushing to destina- 
tion points the cars which you are tracing at the 
present time. 

Signature 

3. What axe the good quaUties of the following letter? 

TO A F CO 100 SUMMER STREET Attention Mr H 

City Mills 
FROM I S & E CO EXECUTIVE DEPT. HMHlGMS 12-7-17 
SUBJECT LABOR TURNOVER REPORTS 

We are in receipt of your labor turnover 
records for October. 

We find in these records the following departments 
which have not before been listed in the records you 
have submitted: 

Shipping 
Fuel 
Power 
Winding 
Plant Salaries 
Will you kindly inform us if these are new depart— 
ments which were added during the month of October, 
or whether they are simply off-shoots of other depart- 
ments. We must have this information before we can 
make out our final reports accurately. 

No labor turnover reports for November have been 
received as yet. These were due December 5. 

Signature 
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4. Why is this letter more personal in its tone? Comment 
upon the directness and completeness of it. Justify the use 
of shally should, mil. 



TO A F CO NEm YORK STORE MR T 
FROM I S & E CO SALES METHODS DEFT. HNH-VAP 12-5-17 
SUBJECT SALES CONFERENCES IN NEW YORK 

I shall be very glad to make the sales oonfer- 
enoes a permanent feature, as far as the American Felt 
Company Is concerned, and I believe that it will not 
be many months before we can see decided results from 
so doing. 

For the December meeting, I should like to suggest 
either Wednesday, the 26th, or Thursday, the 27th, and 
I understand that if we hold the meeting on one of 

these dates Mr. F can also be with us. Will you 

kindly let me know as soon as possible which date is 
most convenient to you, and also give me your sugges- 
tions as to what topic should be discussed at this 
meeting. 

Signature 



Additional Assignment 

Write or dictate departmental letters as follows: 

1. As Editor-in-Chief of a school paper to 

1. Athletic Editor, objecting to the use of slang and to the 
amount of useless detail in his description of baseball games. 

2. Advertising Manager, informing him that the literary material 
is less than expected and he can have a half page for single 
issue ads. 

3. Business Editor, complaining of poor presswork. 

2. As Faculty Treasurer to 

1. Football Coach, asking him to examine and approve enclosed 
bills. 

2. Baseball Manager, directing him to return mileages and trip 
tickets specified, as the season is closed. 

3. Track Captain, stating that he must settle at once for running 
shoes charged to the association. 
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Additional AssignmerU 

Using the form of letterhead given you on page 184, write the following 
departmental letters for the Franklin Holdings Co., Philadelphia. Treat 
specifically the details presented. 

1. Production to Executive. 

Coal lotv. Mill # 44, supply for 4 days. Closing endangers Gov. 
Cont. #41,732 — #41,792. Can coal consigned to other plants be 
diverted? 

2. Executive to Traffic. 

Inquire about diverting care en route. See above. 

3. Traffic to Production. 

Penn. R. R. directed to divert 8 cars at Altoona. Should reach 
Mill # 44 in 3 days. 

4. Construction to Executive. 

In Factories # 92 and # 103 Underwriters' Insurance Co. demand 
installation of sprinklers. Otherwise increased premiums. 

5. Executive to Insurance. 

Get exact details from Underwriters as to amount of increased 
premium for insurance on above. 

6. Executive to Construction. 

Estimate cost of installing sprinkler system in above factories. 

7. Construction to Design. 

Prints and specifications for system as above. 

8. Sales to Executive. 

Suggest value of course of lectures on salesmanship and advertising 
for members of sales and purchasing force. ; 

9. Executive to Personnel. 

Refer to above. Suggest conference of head with Sales head. Report 
on length of course, time, lectures, cost. 
10. Personnel to Executive. 

Conference as suggested above held. Reconunendations. Qualifir 
cations of lecturer recommended. 
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MISCELLANEOUS PRACTICE 

INTERNATIONAL INSURANCE CO. 
HARTFORD. CONN. 

December 13, 19-. 
Mr. James C. Brown, 

Marshall, Field & Co., 
Chicago, 111. 
Dear Sir: 

We are looking for an experienced bookkeeper to 
fill a responsible position in our office. Your name 
has been given to us by Mr. Horace D. Sutherland, and 
we should like to have you write us a somewhat de- 
tailed account of your training and experience. 
Kindly give two references. 

Yours truly. 

International Insurance Co., 
Daniel E. Stopford, 
Manager. 
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Answer: Write the letter of application. 
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FLOUR AND GRAIN EMPORIUM 
PTTTSBUEGH, PA. 

February 13, 19-. 
Universal Milling Co., 

Minneapolis, Minn. 
Gentlemen: 

We find that in spite of our advertising, our 
trade in flour is falling off, and we wish to make 
arrangements for a new brand. Many of our customers 
have called for Peerless Flour, and we have decided 
to drop the brand we are carrying at present. 

We should like to close a contract for a year with 
shipments to be made at specified dates. Kindly inform 
us regarding your price and terms at your earliest 
convenience. 

Yours truly. 

Flour and Grain Emporium, 
John D. Fitch, 

General Manager. 
JDF/AML 
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Answer: Quote price and terms — contract can be made for 
only three months at a tune — try to sell them 
your flour. 



MISCELLANEOUS PRACTICE 193 



BRADFORD BELTING COMPANY 
WORCESTER, MASS. 

January 12, 19-, 
Ifr. Robert T. Wordsworth, 
First National Bank. 
Hartford, Conn. 
Dear. Sir: 

Mr. Frank T. Southworth has applied to us for 
a position In our of floe as stenographer, and has 
given your name as reference. 

We should appreciate a frank expression of your 
opinion of his ability and character. Whatever In- 
formation you may give regarding Mr. Southworth will 
be regarded as confidential. 

Yours truly, 

Lincoln A. White, 

Manager . 
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Answer: Write a letter of recommendation, giving details 
carefully. 
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BICH & STOKES 

The Spiciest Spice 

Camden, N. J. 

June 16, 19-. 
Empire Grocery Company, 

Merlden, Conn. 
Gentlemen: 

To large retail grocers we are making a special 
offer in our cooking and pickling spices. We guaran- 
tee their quality to be superior, and all orders are 
carefully packed and promptly shipped. 

The inclosed price list, with 5% off for cash in 10 
days, offers a better opportunity for profit than you 
can obtain from other manufacturers. 

We are also inclosing testimonials from three com- 
panies carrying our goods. All dealers buying from us 
express their satisfaction with the rapid sale of our 
spices. 

An order blank is inclosed for your convenience. 
Yours truly. 

Rich & Stokes, 
4 Incs. Henry C Elder, 

Sales Manager. 
HCE/HCH 
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Answer: Order a supply of spices. 
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€Mtaz 

ROBES ET MANTEAUZ 
WASHINGTON, D. C. 

October 22. 19-. 
Ilessrs. Lord & Richardson, 
Attorneys at Law, 

Massachusetts Ave., 

Washington, D.C. 
Gentlemen: 

I have a great many customers among the wealthy 
class who are dilatory In making payments on their 
accounts. Are your methods of collecting such ac- 
counts so tactful that patronage will not be lost? 

In ordinary times I am able to conduct my business 
successfully, although accounts run from three to six 
months, but under present conditions I am very seri- 
ously embarrassed. 

Your co-operation in this matter will be appreci- 
ated very much. 

Yours truly, 

E. Gabelle. 
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Answer: Especially fitted to do this — long experience — 
givo references — state rate per cent for collect- 
ing. 
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108 BuckBlnster Road, 
New Rochelle, N. Y. , 

March 7. 13-. 
Pullfflan Office, 

Grand Central Station, 

New York City. 
Gentlenen: 

While t was in the dining car* March 6, the 
porter of oar ''Algonquin'* informed ae that the car had 
been switched off at Springfield and car "Mohawk" su1>-' 
stltuted. On ay return to the car I found my grip 
Bissing. It is a heavy, black bag with double 
handles. 

Vill you kindly take this matter up at once? 
Yours truly, 

Roscoe D. Mead. 
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Answer: Express regret — will put tracer on at once — will 
keep constantly informed — ask full description 
and value. 
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CITIZENS NATIONAL BANK 
AUGUSTA. MAINE 

July 30. 19-. 
Mr. Warren T. Phelps, Manager, 

Boston Bargain Store, 

Augusta, Maine. 
Dear Sir: 

In connection with the County Fair to be held 
next month, we are to boon local industries for three 
days. One of these days is to be Merchants' Day. To 
push this campaign we are calling for contributions 
from the leading merchants in town. Inclosed is a 
folder giving a tentative plan. 

Your name will, of course, appear on the program. 
May we have your check for S25? 

Y.ours truly, 

James L. Bruce. 
Chairman of Committee. 
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Answer: Willing to do your part — ask for further informa- 
tion — what merchants have subscribed — do 
not send check. 
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MAMMOTH DEPARTMENT STORE 
NASHVILLE, TENN. 

January 27, 19-. 
Sorocco Shoe Company, 

St. Louis, Mo. 
Gentlemen: 

We are sending check of S294, less 2% discount on 
your statement received yesterday. 

Yours truly. 
Mammoth Department Store, 
James F. Ryan, 
Credit Manager. 
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Answer: Term of discount expired January 10 — return 
check — demand $300. 
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131 Clement Avenue, 

Brooklyn. N. Y. , 

August 29, 19-. 
John Wanamaker fc Co., 

New York. 
Gentlemen: 

I regret that unexpected expense due to serious 
personal illness prevents me from paying my July ac- 
count with you. My position is being held for me, and 
I expect to get back to work in two or three weeks. 
If you will kindly extend my credit a short time, you 
will do me a great favor. 

Yours truly, 

Cyrus G. Spofford. 



ASSIGNMENT 146 

Answer: Express sympathy — extend credit. 
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Metbopolitak Drug Store 
Bbookline, Mass. 

December 1, 19-. 
Elite Confectionery Company, 
Atlantic Ave. , 

Boston, Mass. 
Gentlemen: 

I am proprietor of a small drug store in a 
select district. Most of the residents of this local- 
ity buy their confectionery at down town stores. I 
want to bring them to my store by pushing your line. 

Will you draw up for me a personal letter with quo- 
tation of prices according to the inclosed list? This 
letter will be hand written on note paper and sent to 
two hundred women in my vicinity. 

Yours truly, 

Joseph A. Hopkinson. 
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Answer: Write the letter and send it to Mr. Hopkinson. Make 
it a real sales letter. 
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HOME HARDWARE COMPANY 

1 81 7 WASHINaiON ST. 
BOSTON. MASS. 

October 3. 19-. 
Dana Hardware Company, 

Pittsburg, Penn. 
Gentlemen: 

According to your advertisement* please send me 
further information and advertising material about your 
Gem Ash Sifter. 

Yours truly, 

John B. Harrison, 

Manager. 
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Answer: Plan out a selling campaign for him — write a poster 
for his store window — write an advertisement 
for the local newspaper — point out the special 
features of your sifter. 
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44 Danville Terrace, 

Qulncy, Mass., 

November 29, 19-. 
W. & A. Bacon Company, 

Washington Street, 

Boston, Mass. 
Gentlemen: 

The Thanksgiving basket that came from your 
store late Wednesday night contained no nuts nor cel- 
ery. This carelessness on your part made my Thanks- 
giving dinner a disappointment, as it was too late to 
order these articles from a store here. 

Kindly credit my account with the price of the 
articles. 

Yours truly. 

(Mrs.) C. D. Scmers. 
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Answer: Express regret — explain mistake — try to please 
her as she is a valuable customer. 
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S. T. ELDRIDGE & CO. 
Grocers and Importers 
FIFTH AVE.. NEW YORK 

Novefflber 1, 19-. 
American Biscuit Company, 

Brooklyn, N. Y. 
Gentlemen: 

We are planning a special display of your Sun- 
light Biscuit Products, and we should like to have 
you send to our store a demonstrator for a few days 
next week. 

Any help that you may be willing to give us will 
be greatly appreciated. 

Yours truly, 

Arthur T. Goldsmith. 
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Answer: Grant the request on condition that an attractive 
counter can be arranged and means of serving hot 
tea or cocoa provided. 
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FLEECE-FELT SLIPPER CO. 

478 Broadway 
New York 

January 4, 19-. 
Daylight Departnent Store, 

Schenectady, N. Y. 
Gentlemen: 

We have Just received your letter of December 
31, regarding 190 pair of Fleece-Felt which you desire 
to return. 

In our opinion you will be making a mistake if you 
return these goods. The prices on our line have ad- 
vanced considerably since your order was placed, and 
these goods are nice property at the prices billed. 
In addition we should like to remind you that the coal 
shortage all over the country has caused an increased 
demand for felt slippers, and we feel that you will 
experience no difficulty in disposing of the entire 
shipment . 

We therefore ask that you reconsider this matter 
and let us hear from you again. 

Very truly yours. 

Fleece-Felt Slipper Co., 
Walter M. Gould, 

Sales Manager. 
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Answer: Shipment received late — doubt possibility of dis- 
posal — disinclined to carry stock over — sug- 
gest extend discount term or return of goods im- 
sold February 28. 
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THE ENTERPRISE SHOE 
SALEM. MASS. 

January 5, 19-. 
Popular Shoe Store. 

147 Kellogg St.. 

Toledo. Ohio. 
Gentlemen: 

We are sorry to learn from your letter of De- 
cember 26 that you found our shipment of Oxfords un- 
satisfactory. We have sold a large quantity of these 
goods, and yours is the first complaint that we have 
received. 

Our shipper, on unpacking the cases which you re- 
turned, found that on 20 pair you had cut your trade 
and price marks so deeply into the soles that we are 
unable to put these goods back into our stock. 

We are. therefore, returning these 20 pair to you 
and have credited you with the amount of other goods 
sent back. 

Very truly yours. 

The Enterprise Shoe. 

Ransom E. Stelling. 

Sales Manager. 
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Answer: Do not receive the 20 pair returned shoes — explain 
why some were stamped — specify points in 
which shoes were not satisfactory. 
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JOHNSON'S DISTRIBUTING AGENCY 
NIAGARA AVENUE. BUFFALO N.Y. 

February 7, 19-. 
Principal of High School. 

Buffalo. N. Y. 
My dear Sir: 

Our stenographic department has been shot to 
pieces by the entrance into government service of many 
girls who have been attracted by the high scale of 
wages. 

Can you arrange to send us twenty-five girls or 
boys at once? It seems to me actual business experi- 
ence in meeting emergency measures might be construed 
as equivalent to high school practice, and that they 
might secure their diplomas in June. 

Such a scheme will help the pupils and will help us. 
Cordially yours, 

Benjamin H. Simmons, 
Employment Manager. 
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Answer: Anxious to co-operate — believe Sohool Board will 
approve — can furnish twelve and can arrange 
for ten more on part time basis from 10 to 4 daily 
and Saturday mornings. 
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16 State Hill Road. 

Brookline Mass. , 

Jan. 2. 19-. 
Circulating Book Company, 
Church St. , 

Springfield, Mass. 
Gentlemen: 

Early in December I ordered a set of "Children 
in the Home" on the installment plan and paid one dol- 
lar. You promised immediate delivery. I wrote ^you 
again December 20. To-day I received a set of "Chil- 
dren in the Home" and a ten volume set of "Business 
in Office and Factory." 

Of course I don't want the latter, and after exam- 
ining the former I don't want them. Send back my 
dollar and call for the books. 

Yours truly. 

Jennie S. Macomber. 
(Mrs. Frank T. Macomber) 



ASSIGNMENT 154 

Answer: Reply tactfully — send for '''Business in Office and 
Factory '' — explain delay — induce to keep 
'' Children in the Home/' 
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ROSCOE IRON WORKS 

BETHLEHEM. PA. 

November 25, 19-. 
Spencer Manufacturing Co., 

Westfield, Mass. 
Gentlemen: 

In view of the fact that we have received no 
reply to our letters of October 22 and November 13, 
we are now at a loss to know when remittance for the 
Roscoe Steam Engine may be expected. 

The amount due is S2,345, and as installation of 
this equipment was completed August 31, payment should 
have been made within thirty days from that date. 

Possibly you have some good reason for withholding 
payment, and if so, we should be pleased to have you 
inform us of it. Otherwise kindly send us check. 
Very truly yours, 

Roscoe Iron Works, 
D. T. Weeks, 

Credit Manager. 



ASSIGNMENT 155 

Answer: Hard luck story — fire and strikes — promise part 
payment — state expectation in regard to pay- 
ment of balance. 
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SI. %. ftane ;^boe Company 

ifcodUon. 0Uutt. 

January 3, 19-. 
Robert N. Richards and Co., 

373 Forest Street, 

St. Joseph, Ifioh. 
Gertlemen: 

lie thank you for your order of January 1, In 
which you call for one pair of shoes like the sample 
you sent - our style #179 In brown. 

We are very sorry to inform you that we are not now 
carrying this style in stock. The charge for manu- 
facturing a single pair of shoes to order would be 40% 
above the regular price, which has been raised from 
S2.90 to S3. 30 a pair on similar goods. 

We are, therefore, sending you our catalog, in which 
we show our most popular styles, and from which we feel 
confident you will be able to select a satisfactory 
substitute. These shoes are ready for immediate ship- 
ment. 

Yours truly, 

J. B. Lane Shoe Co. , 
Ralph S. Lane, 

Sales Secretary. 



ASSIGNMENT 156 



Answer: Order special shoe if delivery can be made in ten 
days — select from catalog if not. 
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HOOSAC RUG COMPANY 
BOSTON, MASS. 

December 7, 19-. 
R. W. Stevens and Company, 

Pemberton Square, 

Boston, Mass. 
Gentlemen: 

We are looking for about 20,000 feet of storage 
space, in the vicinity of Roxbury Crossing. 

Will you kindly inform us if you have any such prop- 
erties available at the present time. 

Yours truly, 

Hoosac Rug Company. 
James R. Dickson, 

Purchasing Agent. 



ASSIGNMENT 157 



Answer: Present two properties — state floor space, fire pro- 
tection, accessibility, rent — compare the two. , 
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August 30. 19-. 
Jewelers Specialty Company, 

Attleboro. Mass. 
Gentlemen: 

We should be glad to have your representative 
call upon us to discuss arrangements that may prove 
to our mutual advantage. 

Yours truly, 

Henry J. Wrentham, 

Proprietor. 



ASSIGNMENT 158 

Answer: Make appointment for representative — name him 
. — sales talk — specialties — present New York 
patronage. 
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TELEGRAMS 

127. Telegrams. In your business letters you have tried to 
make your message clear, complete, and courteous. When, 
on the other hand, you send a telegram, the element of econ- 
omy enters in as it does in advertising. As you are charged ac- 
cording to the number of words in your dispatch, you must 
be brief. Of course, you must be clear; if you are not, your 
money is thrown away. However, any word not absolutely 
needed to make your meaning clear should be omitted. Gram- 
matical completeness, personality, and courtesies are luxuries 
to be dispensed with in telegrams, 

128. Charges. In estimating the number of words in your 
message, you must keep in mind the rules of the telegraph 
company. You may count as single words all names of cities, 
towns, and states, all dictionary words, and all abbreviations 
of weights and measure. If you feel like using figures, remem- 
ber that each figure counts as a word, and see if it is not 
cheaper to spell the number; thus 200,000 carries a charge for 
six words, whereas two hundred thousand for only three. 

Some firms use code words, inteUigible only to correspond- 
ents that hold the key to them. The telegraph company rec- 
ognizes such words as single words provided they are pro- 
nounceable and contain not more than ten letters. If they 
cannot be pronounced, each letter counts as a word; thus, 
Clesiring counts one word, Anderimpset counts two, Demv- 
stvot counts nine. 

As the minimum charge is for ten words, you save nothing 
by condensing your message beyond that limit. There is no 
charge for the name and address or for your signature. You 
cannot, however, add your street and number without extra 
charge. 

129. Service. To meet the needs of its patrons, the tele- 
graph company has arranged to receive and transmit Day 
Messages, Night Messages, Day Letters, and Night Letters. 
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130. Day messages. Your day message has a fixed charge 
for the first ten words and an additional charge for each word 
over ten. In return you are assured that your message v/ill be 
transmitted and delivered promptly, for day messages have 
the right of way over all other types of service. If you desire 
a copy of your message as sent, the agent of the company 
will, upon request, furnish you with one. In it you will see 
just what you wrote, for no employee is permitted to make 
any change, not even to correct a misspelled word. 

131. Night messages. You may send a message during 
the night at reduced rates, with the understanding, however, 
that it will not be delivered until the next morning. 

132. Night letters. By using the night letter, you may 
send a message of considerable length at a reasonable rate. 
You may often want to use such a letter as a follow-up to 
your day message. For a night letter of fifty words you are 
charged the rate of a day message of ten words, and for every 
ten words in addition you are charged one fifth of the day 
rate for ten words. Your night letter will be deUvered or 
mailed to the addressee from the office of the destination 
point on the morning of the next day after you sent it. The 
company may also telephone the contents of the letter. 

133. Day letters. The charge of your day letter is one and 
one half that of your night letter, for not more than fifty 
words. For every additional word, it is one fifth of the charge 
for fifty words. The contents may be telephoned to the ad- 
dressee. 

ASSIGNMENT 159 
1. Write telegrams limited to ten words: 

1. Engage a room at Hotel Astor, New York. Specify date, 
rate, etc. 

2. Reserve a section in a Pullman sleeper from Albany to 
Chicago. Specify train, date, etc. 

3. Reserve four seats for a play. Specify date, performance, 
price, etc. 
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4. Make appointment for your salesman to meet a buyer 
at Hotel Worthy, Springfield, Mass. 

5. Order of Horace Partridge Co., Boston, one half dozen 
League Balls and five Lajoie Bats to be sent by express. 

2. You are in business in Hartford, Conn. Your salesman, 
Roland A. Gibbs, is at Hotel Statler, St. Louis. On January 14 
you wrote him to accept increased quotations on goods to be 
furnished by Hazeltine & Bush for delivery April 1. On the 
afternoon of January 15, finding that you could purchase 
elsewhere at former prices, you wired Mr. Gibbs: ^^ Dis- 
regard letter fourteenth. Insist previous terms. Contract 
delivery March 1.'' 

Write Mr. Gibbs a night letter of fifty words, giving neces- 
sary details. 

3. You have an unexpected gpportunity to run ofiF on a 
week's fishing trip. Send a night letter of fifty words to a 
friend in your office, telling him what to get for you from your 
home and where to send it. 

FILING 

134. Filing systems. "What has become of that paper? '' 
Just think how often in your school work you have said that 
— you, with only a few sheets to look out for each day! 
Think, too, what it has cost you in time and irritation to re- 
write what has been lost. Then consider what must happen in 
a business house with its hundreds and thousands of papers 
each day, unless there is a system for preserving papers so 
that they can readily be laid hold of. 

Perhaps you do your note taking, theme writing, outlin- 
ing, and laboratory work on papers of uniform size, page 
after page, as the periods of the day pass and then transfer 
these loose leaves to the proper place in the proper cover 
so that your records are orderly and complete. If so, you 
are practicing in a very elementary way one principle of 
filing. 
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It may be that you, as an officer of a school organization, 
have considerable correspondence. Perhaps you are, or hope 
to be, manager of one of the teams or business editor of the 
school paper. You have to write and receive many letters 
about dates, rates, officials, grounds, permits, policing, routes, 
printing, styles, cuts, etc. Some of these letters are important 
as contracts, others as necessary letters for subsequent in- 
formation, and still others as valuable suggestions to your 
successor. You want to have them safe and available. Some 
sort of filing system will make this possible if carefully fol- 
lowed. 

Although you have no immediate use fcr any elaborate 
system, nevertheless, the standard systems are so universally 
used that some familiarity with them is essential. 

135. The loose sheet system. In many offices, especially 
where the correspondence is not large, you find this system, 
for it is simple and reasonably handy. It is probably ade- 
quate for most of the school business that any team manager 
is likely to haVe. 

Box file. The basis of this system is the box file (Figure 1), 
which contains a set of index 
sheets fastened to the back 
of the box. At the right of 
each sheet is a TAB with a 
letter of the alphabet printed 
upon it. The papers for filing 
are simply slipped into the 
proper compartment accord- 
ing to the initial of the 
subject, and the box closed. 

When the box becomes filled, the contents are removed and 
consigned to the loose sheet transfer case. Sometimes instead 
of single boxes, a cabinet made up of drawers is used, each 
of which, like the box file, contains index sheets. 

136. The Shannon file. The feature of this system 




Figure 1 
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Figure 2 



(Figure 2) is the double arch, mounted at one end of a board 
or drawer. The arms of the arch are broken and may be 
sprung outward when desired. Over the upright posts of the 
arch index sheets, properly punched, are slipped. When the 
arches are closed, the indexes may be swung back to any 
point desired. All papers for filing are punched by the 
Shannon Perforator. Then the proper place in the file is 
found by swinging back the necessary papers and indexes. 
The arches are opened, the letter slipped over the upright 
posts, the arches closed, and the upper correspondence swung 
to its original position. 

When transfer is necessary, the arches are opened, a U- 
shaped piece of wire is inserted in the holes of the upright 
posts which are hollow, and the contents lifted out. As 
Shannon transfer cases have transfer arches, the '' U '' wire 
is simply inserted into the posts and the contents allowed to 
fall into place. 

137. The vertical file. In this system letters are filed on 
edge in a large drawer, the capacity of which is about ten 
times that of a Shannon drawer or board. As the drawer can 
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be easily opened its full length, the papers in the back can be 
handled as well as those in the front. (Figure 3.) 




Figure 3 



The folder. The unit in this system is the folder, a sheet 
of heavy manila paper, folded once, which has a capacity of 
about 50 letters. On the rear edge of the folder is found a 
wide tab, upon which may be written the name of the corre- 
spondent or the subject dealt with. When the letters of a cer- 
tain firm are needed, it is only necessary to remove the re- 
quired folder. 

The guide. To locate papers, each drawer is equipped 
with GUIDES — stiff sheets of pressboard — bearing on the 
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tab a letter of the alphabet or some other distinguishing 
mark. Folders and guides are kept from falUng flat by a 
removable block called a compressor. 

Transferring. As a filing cabinet becomes filled in a short 
time, the contents must be transferred, for, of course, much 
of the correspondence is so important that it must be avail- 
able for reference. For this purpose a vertical transfer case of 
about the same size as the original, but of cheaper material, 
is used. The entire contents of drawers — both guides and 
folders — are transferred to this, and the labels on the outside 
are properly filled out. The original file is then refurnished 
with new guides and folders. 

ASSIGNMENT 160 ' 

1. Compare, in regard to the following points, the files 
described above: 

1. Compactness 

2. Quickness of filing 

3. Ease of reference 

4. Ease of transfer 

5. Security from loss 

2. What file do you think best adapted to the needs of 
each of the following? Why? 

/ 1. The corner grocer 

2. The superintendent of schools 

3. The town secretary 

4. The neighborhood plumber 

5. The school principal 

6. The district postmaster 

7. The manager of the school baseball team 

8. The proprietor of the village store 

138. Indexing. As the principal object of filing is quick 
finding, the arrangement of guides and folders varies accord- 
ing to the particular needs of a house. There are, however, 
three common ways in which this indexing is done: Alpha- 
betical, according to the name; Geographical, according to 
the locality; Subject, according to the nature of the contents. 
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These same principles of indexing apply to card catalogues, 
with which you are undoubtedly familiar. 

139. Alphabetical filing. In this system the tabs on the 
guides bear each a letter of the alphabet, and the folders are 
placed behind the appropriate guides to the initial of the cor- 
respondent, for you are concerned primarily with his name. 

If the correspondence in an office is extensive, the alphabet 
may be further divided — into 40, 80, 120, 160, or even more 
parts. '* D,'' for example, may be divided into three parts: 
Da-Dcy Di'Doy Dr-Dy. In using an index thus divided, the 
first two letters of a name must be considered. Thus a letter 
to J. B. Duncan would be filed behind the last of the " D " 
guides. 








IQt 



Figure 4 
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140. Geographical filing. In this method you are pri- 
marily concerned with the town, county, or state in which a 
customer lives. Each guide, therefore, bears the name of a 
state, and is followed by a folder containing the correspond- 
ence of firms in that state. (Figure 4.) As correspondence in- 
creases greater subdivisions appear, imtil you find in some 
cases guides for counties, cities, and towns, and alphabetical 
guides behind each of these divisions. 

141. Subject filing. By this system all papers relating to 
one subject are grouped together in a folder which bears the 
subject on the tab. These folders, of course, are located by 
alphabetical guides. (Figure 5.) 




Figure 5 



The cids in this section are used throiigh the courtesy of Yawman & Erbe 
Company. 
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ASSIGNMENT 161 



The following records are found in many schools, 
method of indexing should you suggest for each set? 



What 



1. Cards of school pupils. 

2. Special monthly report cards on each of the following 
subjects: 

Honor pupils, Probationers, Truants, Part time work- 
ers, Rapid advancement, Physically unfit. Athletes, 
etc. 

3. Clippings of current events. 

4. Records of pupils grouped according to home rooms. 

5. Circulars of curtains, lanterns, desk furnishings, lectur- 
ers, moving pictures, etq. 

6. Cards of pupils by wards and streets. 

7. Records of graduates. 
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a,® 


At 


Al 


First-class 


a/c 


. Account or 
on account 


acct. 


Account 


ad., advt. 


Advertisement 


agt. 


Agent 


atnt. 


Amount 


asst. 


Assistant 


av. 


Average 


bal. 


Balance 


bbl. 


Barrel 


bdl. 


Bundle 


bds. 


Bound in boards 


bgs. 


Bags 


bkts. 


Baskets 


B/L. 


Bill of lading 


bldg. • 


Building 


bis. 


Bales 


bt., bot. 


Bought 


bu. 


Bushel 


bx. 


Box 


C. 


One hundred 


cf. 


Compare 


c. a. f. 


Cost and freight 


c. f. & i. 


; Cost, freight. 




! and insurance 


chgd. 


Charged 



c/o 


Care of 


C. 0. D. 


Cash on delivery 


Cr. 


Credit, creditor 


cr. 


Crate 


cs. 


Case 


C. W. 0. 


Cash with order 


d. 


Pence 


dept. 


Department 


dft. 


Draft 


dis.,diRct. 


Discount 


do. - 


The same, ditto 


doz. 


Dozen. 


Dr. 


Debit, debtor 


ds. 


Days 


ea. 


Each • 


e. e. 


Errors excepted 


e. g. 


For example 


Entd. 


Entered 


etc. 


And so forth 


ex. 


Example 


exch. 


Exchange 


exp. 


Expense, express 


F. 0. B., 
f. 0. b. 


( Free on board 


for'd. 


Forward 


frt., fgt. 


Freight 


ft. 


Foot, feet 
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gal. Gallon 

gi. Gill 

gr. Grain 

guar. Guarantee 

hdkf. Handkerchief 

hf. Half 

hhd. Hogshead 

h. p. Horse power 

hund. Hundred 

i. e. That is 

imp. Imported 

in. Inches 

Inc. Incorporated 

ins. Insurance 

• . I i Instant (the present 

i month) 

int. Interest 

inv. Invoice 

inv't. Inventory 

jour. Journal 

kg. Keg 



lb. 


Pound 


It. 


Long ton 


Ltd. 


Limited 


M. 


Thousand 


m., min. 


Minute 


mdse. 


Merchandise 


meas. 


Measure 


mem., memo. 


. Memorandum 


mfd. 


Manufactured 


mfg. # 


Manufacturing 


mfr. 


Manufacturer 


mgr. 


Manager 


Ms. 


Manuscript 


Mss. 


Manuscripts 


N. B. 


Take notice 


No., Nos. 


Number, numbers 


O.K. 


All right 


oz. 


Ounce 


p., pp. 


Page, pages 


Payt. 


Payment 



p. c. 
pc. 

pk. 

pkg. 
pr. 
Pres. 
pro tem. 

prox. 

P. S. 

qr. 
qt. 

rec'd. 
rec't. 
R. R. 
ret'd. 
Ry. 

s. 

Sec. 

shipt. 

sq. 

stbt. 

stor. 

str. 

Supt. 

t. 

tcs. 

T, F. 

ton. 

tr. 

Treas. 

ult. 



v., vs. 

ves. 

via. 

viz. 

vol. 

W/B. 

wt. 

yd. 
yr- 



Per cent 
Piece 
Peck 
Package 
Pair 

President 
For the time 
Proximo (next 

month) 
Postscript 

Quarter, quire 
Quart 

Received 

Receipt 

Railroad 

Returned 

Railway 

Shillings 

Secretary 

Shipment 

Square 

Steamboat 

Storage 

Steamer 

Superintendent 

Ton 

Tierces 

Till forbidden 

Tonnage 

Transpose 

Treasurer 

Ultimo (last 
month) 

Against 
Vessel 
By way of 
Namely 
Volume 

Way bill 
Weight 

Yard 
Year 



ABBREVIATIONS OF THE FOST-OFFICE 



223 



ABBS 


AVIATIONS OF THE POST-OFFICE DEPARTMENT 


Ala. 


Alabama 


Nebr. 


Nebraska 


Ariz. 


Arizona 


Nev. 


Nevada 


Ark. 


Arkansas 


N. H. 


New Hampshire 






N.J. 


New Jersey 


Cal. 


California 


N. Mex. 


New Mexico 


C. Z. 


Canal Zone 


N. Y. 


New York 


Colo. 


Colorado 


N. C. 


North Carolina 


Conn. 


Connecticut 


N. Dak. 


North Dakota 


Del. 


Delaware 


Okla. 


Oklahoma 


D.C. 


District of Columbia 










Pa. 


Pennsylvania 


Fla. 


Florida 


P. L 


Philippine Islands 






P. R. 


Porto Rico 


Ga. 


Georgia 










R. L 


Rhode Island 


111. 


Illinois 






Ind. 


Indiana 


S.C. 


South Carolina 






S.Dak. 


South Dakota 


Kans. 


Kansas 






Ky. 


Kentucky 


Tenn. 


Tennessee 






Tex. 


Texas 


La. 


Louisiana 










Vt. 


Vermont 


Md. 


Maryland 


Va. 


Virginia 


Mass. 


Massachusetts 






Mich. 


Michigan 


Wash. 


Washington 


Minn. 


Minnesota 


W.Va. 


West Virginia 


Miss. 


Mississippi 


Wis. 


Wisconsin 


Mo. 


Missouri 


Wyo. 


Wyoming 


Mont. 


Montana 







Alaska, Guam, Hawaii, Idaho, Iowa, Maine, Ohio, Oregon,' 
Samoa, and Utah are not abbreviated. 
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References are to pages: Roman type, subjects; italics, illustrative material. 



Abbreviation, 83, 221. 

Acknowledgment, 37. 

Acknowledgment, 118, 120. 

Action, 48. 

Address, 36, 42, 49. 

Adjective, 62. 

Adjustment, 125-139. 

Adverb, 62. 

Advertisement, 6, 7, 57. 

Advertising, 46, 54, 87. 

Agreement, 59, 64. 

Alphabetical filing, 219. 

Announcements, 155. 

Antecedent, 69. 

Apostrophe, 52. 

Appeal, 13, 16, 48, 87, 99, 100, 102, 152, 

164, 166, 168, 178. 
Application, 53, 57. 
Application, 65, 56. 
Appointment, 22, 189, 211. 
Appositives, 37. 
Argument, 1, 8, 29, 142. 
Arionola, 93. 
Articles, 61. 

Attention, 48, 87, 89, 94. 99, 109. 
Automobiles, 2, 171, 172. 

Banking, 5, 160. 
Baiting, 104. 
Blame fixed, 125, 127. 
Books, 5, 207. 
Box file, 215. 
Brackets, 52. 
Business of school, 13. 

Capitalization, 53. 
Carbon paper, 100. 
Class criticism, 113. 
Classified advertisements, 90. 
Clauses, 24, 34, 67. 
Clearness, 95, 185, 187. 
Clincher, 159, 163, 177, 178. 
Closing interview. 111. 
Closing sale, 111. 
Code, 212. 
Coffee, 162, 163. 
Coherence, 30, 82. 



Collections, 139, 149, 165, 195. 
Colon, 51. 
Comma, 37, 39, 51. 
Comparison, 71, 74. 
Complaints, 125. 
Complimentary close, 16, 50, 55. 
Confectionery, 200. 
Confidence, 89, 92. 
Conjunctions, 74, 84. 
Construction, 185, 186. 
Convincing, 89, 92. 
Country people, 181. 
Courtesy, 17, 124, 161, 185. 
Crackers, 179. 
Crockery, 134. 
Curtains, 135. 
Customer, 96, 108. 
Customer at fault, 135. 
Customer, knowledge of, 109, 139. 

Day letter, 213. 

Day message, 213. 

Dealers, 182. 

Definiteness, 17. 

Departmental letters, 183, 185. 

Description, 1, 2, 9, 28, 172. 

Desire of possession, 3, 97, 99, 103, 106, 

109, 160, 161. 
Dictation, 121, 186. 
Dictionary, 26, 27. 
Dresses, 131, 133. 

Education, 54. 
Educative campaign, 67. 
Emotions, 173. 
Emphasis, 30, 85. 
Ending, 55. 
Enunciation, 26, 27. 
Excuses, 14, 15. 
Experience, 54. 
Explanation, 38. 
Explanation, 142, 162, 186. 
Exposition, 1, 6, 9, 28. 
Extensions, 199. 

Filing, 214. 
Flour, 123, 192. 
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Folders. 217. 
Folding, 48. 

Follow-ups, 35, 149, 16& 
Force, 95. 

Formal business letter, 36. 
Formal invitation, 45. 
Formal note, 17. 
Formal school letter, 31. 
Furniture, 130, 132. 

Gas, 7. 10, 11. 
Geographical filing, 220. 
Gloves, 138. 
Goods at fault, 130. 
Goods, knowledge of, 110. 
Goods, study of, 90, 165. 
Groceries, 128, 202, 203. 
Guides, 217. 

Ham, 101. 
Hammocks, 178. 
Hardware, 132. 
Headings, 16. 
Headlines, 99, 100, 179. 
Hot water, 8. 
Houses, 166, 107, 182. 
Hyphen, 82. 

Impression, 165. 

Inclosure, 165. 

Indentation, 16, 49. 

Indexing, 218. 

Individuality, 165. 

Inducement, 13, 89, 94, 96, 110, 133, 142, 

163, 172, 176, 177. 
Infinitive, 72. 

Informal business letter, 36. 
Informal invitation, 44. 
Informal note, 13. 
Information desired, 120. 
Information refused, 122, 123. 
Information, 191, 193, 201. 
Insurance, 180. 
Interest, 89, 92, 94, 106, 109, 162, 

168. 
Introductory expressions, 41. 
Invitations, 44, 45, 46. 

Jocular collection, 154. 

Keeping trade, 143. 

Labor, 188. 

Marble, 2. 
Margin, 16, 48. 
Meat chopper, 11. 



Men's furnishings, 129. 
Mode, 72. 

Narration, 1, 4, 28. 
Night letter, 213. 
Night message, 213. 
Noun, 59, 78. 

Official letter, 42, 43. 
Openings, 174. 
Oral composition, 25. 
Oral salesmanship, 105. 
Orders, 114-118. 

Palace car, 91. 

Paragraph, 28, 29. 

Parentheses, 40, 52. 

Participles, 33, 41, 42, 72, 83. 

Person, 72. 

Persuasion, 9, 110, 163. 

Phonograph, 156. 

Phrases, 66. 

Pianos, 3, 177, 178. 

Pies, 3. 

Point of contact, 97, 99, 160, 162, 170, 

175, 176. 
Possessives, 68. 
Poster, 46, 47. 
Predicate, 15. 
Preparing talks, 113. 
Principal parts, 73, 74. 
Pronoun, 15, 59, 60, 61, 69, 84. 
Pronunciation, 26. 
Proof, 110, 162, 170. 
Punctuation, 16, 18, 24, 34, 37, 40, 41. 

50, 51. 

Question mark, 52. 
Quotation mark, 52. 

"Reason-why," advertisement, 104. 

References, 54, 55. 

Reminders, 140. 

Remittances, 150. 

Reports, 21, 183, 195. 

Requests, 32, 35, 138, 176. 

Response, 48. 

Sales letters, 1, 131, 155, 160. 

Salutation, 16, 22, 36, 38, 50. 

Secretary's report, 21. 

Seller at fault, 126. 

Selling, 1. 

Selling goods, 162. 

Selling service, 156. 

Semicolon, 51. 

Sentences, 17, 18, 20, 24, 65, 66, 
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Series, 37. 
Service, 92, 95. 
Sewing machines^ 127. 
Shall and Will, 63. 
ShaDDon file, 215. 
Shoes, 127, 204, 205, 209. 
Sight draft, 151. 
Signature, 16. 
Silvervxire, 102. 
Skirts, 155. 
Soles, 111. 
Solicitation, 197. 
Specific terms, 92, 94, 95. 
Specifiaations, 187. 
Spelling, 75. 
Spices, 194. 
Sprayer, 137. 
Stationery, 48. 
Steam engine, 208. 
Stenographers, 206. 
Stocks, 169. 
Storage, 210. 
Stoves, 126. 
Subject filing, 220. 
Subjects, 30, 31. 
Suits, 95, 135, 136. 



Superscription! 42, 43, 60. 
Systematic procedure, 144, 162. 

Tab, 215. 
Telegrams, 212." 
Telephone, 98, 157, 158. 
Tense, 72. 

Tires, 106. ^ 

Transcription, 186. 
Transfer, 218. 
Transportation, 188, 196. 
Transportation at fault, 133. 
Types of customers, 141. 

Unity, 30, 79, 161. 
Unjust claim, 137. 

Vacuum cleaner, 173. 
Verbs, 71. 
Vertical file, 216. 

WaU paper, 102. 
Washer, 137. 
Weather itrip, 175. 
Women, letters to, 173. 
Words, 17. 
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